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BUSINESS EXECUTIVES: 
Here's a real economy for you .. . 


+ ow envelopes 
solve business problems 


I 
WHAT sce i the best solution 


ys 
to specify U.S.E. Envelopes 


HOW envelopes are used in mailings, 
packaging and business systems, and 
WHAT envelopes to use: you'll find all 
these in the U.S.E. “Handbook,” a 
pocket-size volume containing 142 pages. 
But most important to you is WHY 
.. . for a wrong answer here can wreck 
your plans. So—you'll be especially ™ 
interested in a new 64-page book entitled ’ ssid 
“What’s in it for me?”. It runs like a HOW WHITE IS WHITE? 
telecast, and tells WHY U.S.E. Enve- Testing envelope paper for whiteness 
lopes help create favorable impressions is one of the many quality-control 
— WHY they are easy to print —- WHY operations undertaken daily at U.S.E. 
they seal easily and stay sealed — WHY plants and laboratories to maintain 
they carry overloads securely . . . in the high quality standards which 
short, WHY it pays to specify U.S.E. enable us to back every U.S.E, En- 
Envelopes, velope with a firm guarantee. 


WHO i: ready to help you? 


The world’s largest manufacturer of envelopes and your envelope 
supplier — ready to tell you the HOW-WHAT-WHY story. Ask 
them for free copies of the U.S.E. “Handbook” and the booklet 
“What’s in it for me?”. 


UNITED STATES Cy 
ENVELOPE COMPANY Springfield 2, Massachusetts 


15 Divisions from Coast to Coast 


aie 
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Gee Whig! Will This Machine 


Insert All These Enclosures 


New...Iimproved 


INSERTING & MAILING 
MACHINE Cuts Costs by 80% 


Yes, this machine gathers and 
inserts up to eight enclosures, 
moistens flap and seals envelope, 
meters postage, counts and stacks. és 
It turns out 3,500 to 4,500 pieces aaa 
per hour — saves time, labor, overhead. Write for folder, 
Reducing Mailing Costs by 80% or ask for demonstration. 


INSERTING AND MAILING MACHINE CO. 


PHILLIPSBURG, NEW JERSEY 


© COUPON e 


INSERTING AND MAILING MACHINE CO., Dept. OF. 

PHILLIPSBURG, NEW JERSEY 

(0 Send booklet—Reducing Mailing (1 We would like to test the economy 
Costs by 80%. of the Inserting & Mailing Machine. 


Individual 
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Featherweight 
(Only 3% lbs.)... 
Easy to Handle... 
Only 


$19.50 BS 


It’s . Model No. 99-625 


NATIONAL’S New 
Plastic Posting Tray 


This new machine posting tray is molded of Boltaron plastic in 
modern gray morocco grain — packs plenty of eye appeal. One 
piece design embodies handsome nickel-plated edges. Seven 
matching separators of .050 clear anodized aluminum are 10” 
high and 1'%.” apart in the tray ... no follower plate necessary. 
Ask your National dealer about this high capacity* portable unit, 
or write for Bulletin MB5 showing National Blank Book’s 
complete machine bookkeeping equipment and form line. 

*Holds 1600 sheets (32 sub.) up to 6%” wide x 10” or 11” high with 26 division index. 
NATIONAL BLANK BOOK COMPANY A Teel 

HOLYOKE, MASSACHUSETTS so a 


my ~ 
, 7 
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owe HG.Allen 


The only major manufacturer of business machines selling 
sucha complete line through independent dealers everywhere 


For low cost and 
R. C. ALLEN Adding Machines, like 


Model 815 illustrated, deliver a greater 
measure of service, are unmatched for Model 65; capacity 
speed, ease of operation. 9,999.99 with di- 
Sizes range to 13-column capacity in 

electric and hand-operated models. Will add, Only $135.00 
subtract, multiply, divide. Each R. C. Allen es 
model is an outstanding value, built 

in the tradition of unrivalled quality. 


high utility, see 


rect subtraction. 


The R. C. Allen line also includes a 
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One of the most 
popular models is 
16 models offer cash registers for all-purpose Model 
every business. No matter what the 100-D, with 9,- 


: a . 999.99 capacity 
business — an R. C. Allen model is and many features 


ideally suited to the need. usually found only 
All do double duty, combining cash in. os goo — 

register functions and adding machine priced macnines. 
a8 egy : , 189.50. 

utility. Model 355 illustrated, is a Costs only $189.5 


versatile, multiple-total check-out unit. 


..- Wide array of specialized cash registers 











iY Be wWRITERS. BY 


R.C.Allen 





For a standard 
office typewriter at 
the lowest price in 
history, see the “R. 
C.” Model. Nothing 
omitted, this is a 
complete standard 
typewriter, but 
costs only $139.50 
plus tax, 


When it comes to typewriters, R. C. Allen 
has made history with the introduction 
of a new standard of the industry, 
the beautiful VIS-O-MATIC with 38 
points of superiority. 

Margins both visible and automatic — 
the exclusive 10-second “Quick-Switch” 
platen which makes it into a specialized 
machine in a flash—the beautiful 
styling —these are things you must 
see! Yet with all this, it costs no more 
than ordinary standard typewriters, 


...two outstanding typewriter values...and... 











BOOKKEEPING MACHINES BY 


R.C.Allen 
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R. C. Allen bookkeeping machines, like 

all the other R. Cc. Allen office machines, veal Free literature and information avail- 

designed and built to give utmost service, gee: 

maximum dependability, at lowest cost. able from the factory, sales division 
Economical desk model 1302 illustrated 

has modern front-feed carriage, automatic 

tabulation, automatic credit balance, is fully : ; 

carriage controlled. Ideal for accounts receiv- R.C.Allen Business Machines, Inc, 

able, payroll, all commercial bookkeeping. 679 Front Ave., N.W., Grand Rapids, Mich 


...a superb line of bookkeeping machines 








XECUTIVES who are keenly aware 

of every new development and pos- 

sible improvement in their field, and 
who keep a close and constant watch 
on their expenditures and profits in 
other lines of operations, ‘are often com- 
pletely unaware of the money-making 
and money-losing possibilities of their 
daily correspondence. It is a rare oe- 
casion, I have found, when management 
knows with any degree of certainty : 

1. How much a letter actually costs 
and how much is being spent annually 
on daily correspondence. 

2. Whether it is being handled econo- 
mieally or not. 

3. If letters are building good will or 
actually detracting from company ad- 
vertising and the efforts of their men in 
the field. 

4. How to 


better letters. 


train the staff to write 

The average letter, costs $1.50 and up 
depending on the salary of the person 
who writes it. This is a minimum figure. 
If you are mailing out 100 letters a day, 


you are spending about $26,000 a year 


on correspondence. If you send out 
500 letters daily it is costing you $130,- 
000 a year, 1,000 letters come. to $260,- 
000, and 2,500 a day is $650,000. 

The average letter is from 20% to 
50% longer than necessary. This in- 
creases the cost of such letters from 25¢ 
to 50e each and up. From 12% to 
15% of all letters written in the average 
office are so called “follow-ups” to ex- 
plain what the writers meant to say in 
the first place or to induce a reply. They 
would have been unnecessary if the first 
letters had been clear and explicit, and 
appealed to the addressee’s self-interest 
strongly enough to get him to take the 
desired action. From 30% to as high as 
90% of the letters being individually 
dictated in various departments could 
be handled at a savings in dictating and 
typing time through appropriate use of 
form and guide letters. 

Curt, tactless, ill-advised letters are 
bound to lose business and customers’ 
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Everybody 
Doesn't Write 
Good Letters 


RICHARD H. MORRIS 
R H. Morris Associates, 
Correspondence Consultants, 
Westport, Conn. 


Yet, thousands of them are 
mailed every day. Believe it or not, a 
vice president of a well-known New 
York financial institution told me in all 
seriousness that no one would dare ad 
mit in a letter that the bank had made 
a mistake, let alone apologize for it. 
Hardly a week passes that some sales 
man from a nationally knewn coneern 
doesn’t tell me that some thoughtless 
letter from the home office has put him 
behind the 8-ball with some good cus- 
tomer or prospect. You may think they 
are rare cases but I'll bet that if sales 
managers knew the number of uninten- 
tional, inconsiderate that go 
out from their eredit, service and other 
departments, they would blow their tops. 

Many concerns throughout the country 
are trying to do something to improve 
their correspondence. In most cases such 
efforts have amounted to little more 
than giving personnel a course im gram- 
mar and preparing manuals which are 
nothing more than handbooks for secre 
taries and can be purchased in most any 
drugstore. This is no answer to the 
problem. Everyone who can speak good 
English and knows something about the 
business, cannot write effective letters. 
If this were true, why are so many stuffy, 
involved, downright harmful letters going 
out every day over officers’ and depart 
ment heads’ signatures? There’s far 
more to writing good letters than this 
academie approach. 

Let us assume that your management 


good will. 


, 
messages 


i] 





is letter conscious, and does want to do 
something about improving daily corres- 
pondence. Where and how can you start 
such a project? The first question is 
who will conduct the program or be re- 
sponsible for it? You may have to ex- 
periment at the start. You might select 
someone who is well acquainted with 
your policies and procedures, has had 
some sales, merchandising and public 
relations experience and who can write 
a good letter himself. Give this person 
the proper authority and backing to go 
ahead. Whoever is in charge will have 
to step on some toes and deflate a few 
egos to go a good job. 

Have an extra carbon made of every 
letter that is written in your office for a 
one- or two-week period. Have your 
newly appointed correspendence super- 
visor analyze them thoroughly. Here 
are some of the salient things he should 
look for: 


The overall quality of your letters. 
Which employees are writing good ones 
... and which the poor ones...and what 
are the most common mistakes being 


made? Some of these weaknesses will de- 
pend on your business. If it is technical, 
you will probably find that many of your 
people have difficulty in translating your 
business inte terms the public can under- 
stand. The insurance companies have a 
language all their own. We found them 
using such phrases as, “You may com- 
mute your premium.” The poor policy- 
holder didn’t know whether to go to 
Hoboken or Jersey City. Or, “you may 
eash this check without prejudice.” John 
Doe out on a farm in Indiana didn’t 
know whether this meant the check 
would bounce or not. 

In many eases to clarify your letters, 
your correspondence supervisor will have 
to work with your legal, technical or 
research department and get their co- 
operation to simplify your terminology. 
He may have to do a real selling job 
to convince these departments of the 
value of dropping some of their pet ex- 
pressions. But unless this step is taken, 
your letters are apt to continue antago- 


12 


nizing good customers and prospects. 
Other weaknesses he may find will be 
more commonplace, for most everyone 
makes the same type of mistakes re- 
gardless of the business they are in. 
Some letters will be too long or too curt. 
Others involved, repetitious or tactless. 
Or, you may find some letters just don’t 
make sense. 

The next thing to look for, in making 
an analysis of correspondence, is how 
up-to-date and well-defined are your 
company’s policies and procedures? 
Many ill-advised letters are due to faulty 
procedures or lack of clear-cut policies 
for handling involved or delicate situa- 
tions. Since management either does 
not know they exist, or has never formu- 
lated smooth policies for taking care of 
them, good customers and prospects are 
antagonized day after day. 

How far you need to standardize and 
clarify your procedures depends largely 
on the size and scope of your business. 
There is a tendency in many companies 
to feel that because they have been do- 
ing things a certain way for years, 
there’s no reason to change. Since your 
policies and the way your employees in- 
terpret them affect the quality of your 
letters, you should give this step more 
than passing considefation. 

If your firm is like most others, you 
will unquestionably find that hundreds 
of letters are being individually dictated 
on recurring situations that usually do 
not vary by a dozen words: routine col- 
lection and eredit letters, replies to in- 
quiries, adjustments and complaints, and 
similar situations that arise daily in the 
average office. This costly practice re- 
sults in the loss of thousands of dollars 
annually in unnecessary dictation and 
typing since mest of these situations 
could be handled as effectively by guide 
and form letters. 

Of course, this must be done intelli- 
gently, particularly the use of form let- 
ters, as most people have become highly 
critical of them. I feel their chief value 
lies in the early stages of collecting over- 
due accounts if they are properly repro- 
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duced. Also, if they do not contain too 
many fill-ins, which are little more than 
eyesores. But the use of guide letters is 
almost unlimited. 

Guides are in no sense form letters. 
Rather they are guides or patterns to 
follow in writing letters that are clear, 
concise and gracious with real good will 
and sales appeal. In many cases the 
dictator need only designate the key 
numbers of the guides and give the 
typist the necessary information to be 
filled in. If your volume of mail war- 
rants it, guides can be set up on auto- 
matie typewriters and more time saved 
since one girl can turn out 300 to 400 
letters a day on several machines, against 
the usual 50 to 60 when individually 
typed. Mutual Life Insurance Co. of 
New York estimates they are saving ap- 
proximately $50,000 annually with the 
use of guides. The consumer service de- 
partment of General Foods, which 
handles thousands of inquiries and com- 


plaints every month from millions of 


housewives who use their products, has 
not only helped to speed handling of 


their daily mail but has reduced dicta- 
tion by about 60%. An even higher re- 
duction was made in the credit depart- 
ment of L. L. Hudson, Detroit. In one 
sales department of Prentice-Hall pub- 
lishers, guides cut their dictating staff 
from 8 to 5 people at a savings of 
$1,200 a month. One department of a 
local Blue Cross had over a 20% in- 
crease in business yet, through the use 
of guides and form letters, they were 
not obliged to increase their letterwriting 
staff by one person. I could give dozens 
of similar examples. 

Since guide letters can be made ex- 
tremely flexible, the best thing to do is 
collect a good number of carbons of 
letters that have been written on a basic 
situation. When preparing guides, in- 
corporate whatever variations may be 
needed. To avoid errors on the part of 
the dictators or typists, have these varia- 
tions typed in red. Or, in some cases, 
they can be set up in separate para- 
graphs in red. Here is a typical ex- 
ample of a guide letter we prepared for 
one of our clients: 





By thie time we hope you have received the (state what) which 
you reported lost, and which we started tracing on (date). 


Up to now we have had no word from the (post office) (express 


company) about delivery. 
inconveniencing you. 
- you have received it. 


Of course, this long delay must be 
So won't you please let us know whether 


(USE FOLLOWING PARAGRAPH IF IT APPLIES) 


(Naturally 
your order} 
our check for the purchase price). 


4f it hasn't reached you yet, we'll gladly (duplicate 
(credit your account with this purchase) (send you 





A sample guide letter for automatic typing. 


There are many benefits. to be derived 
from guide letters aside from saving 
time. Since you can take plenty of time 
preparing them, you can be sure they 
say what you want to say in as few 
words as possible. You can eliminate 
all unnecessary verbiage and the stilted, 
canned phraseology that the average 
correspondent includes in dictated let- 
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ters. Thus they will be 20% to 50% 
shorter than normally. If you will put 
them in manual form for each depart- 
ment, they will also serve as an up-to- 
date set of rules on how to handle a wide 
variety of situations properly. This 
will cut down on the number of tact- 
less, demanding, ill-advised letters that 
(Continued om page 95) 





Burroughs UDEC 
Computer at 
Wayne 
University 


N ELECTRONIC computer known as 

UDEC (Unitized Digital Electronic 

Computer) was designed and built 
by Burroughs Corp. and installed in 
Wayne University’s Computation Lab- 
oratory, Detroit, as part of a $500,000 
community industrial education project 
instituted by Wayne and paid for by 
more than a score of Detroit’s major in- 
dustries. The only other similar ma- 
chine is the original experimental model 
in Burroughs Philadelphia Research 
Center. UDEC is different from other 
electronic computers because of its 
“building-block” construction. “Because 


of this unitized construction”, said Dr. 
Arvid Jacobson, director of the Wayne 
Computation Laboratory, “UDEC may 


never become obsolete.” 

The computer is built primarily of 
unit-packaged electronic cireuits assem- 
bled one on top of the other in a steel 
framework. With flexible, removable 
components the computer can be readily 
altered to incorporate advancements. Dr. 
Jacobson said, “we organized the labo- 
ratory three years ago on the precept 
that such a project should be a coopera- 
tive community effort between industria! 
and educational groups. Normally, in- 
dustry would carry on applied research 
in the adaptation of rapid computing 
techniques to its own problems, while 
the role of education would be that of 
basic research and the preparation of 
young men and women in the sciences 
involved. But where costly equipment 
is needed and where the value of com- 
petent personnel is high, outside assist- 
ance is essential to progress. When the 
University asked Detroit industries to 
support financially a computation lab- 
oratory, they yesponded generously. 
Their grants have enabled Wayne to ae- 
quire UDEC and establish a substantial 
operating fund for a five-year period.” 

Primary purpose of UDEC in 


Engineers in Wayne 
University's Compu- 
tation Laboratory 
testing the Burroughs 
electronic computer. 
The machine can be 
actually operated 
by one person at 
the central control 
console. Behind the 
door panels of UDEC 
are several tons of 
electronic parts and 
over ten miles of 
wires and cables 
The ducts on top 
lead into a central 
exhaust tunne! which 
evacuates heat from 
the 3,000 tubes. 
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HAVE 


IO) AT YOUR 


LETTERHEAD 
RECENTLY? 


No! Then it’s time you did — every- 
one else does. So . . . take one of your 
letterheads; look at it; study it — 
don’t just take it for granted. How 
does it impress you ? Does it convey an 
impression of quality — prestige — 
confidence? If not, it is time you 
considered a new letterhead, a new 
“representative”. It’s time you 
considered — 


OLD DEERFIELD BOND 


To enhance the beauty of a well de- 
signed letterhead, be sure to specify 
the new Whiter-Brighter Old Deer- 
field Bond, the aristocrat of fine 


Bonds. Whether die-stamped, printed or lithographed, your letterhead 


will 


personify the ultimate in good taste. For nearly fifty years, Old 


Deerfield has been the national choice for letterhedds of. 


distinction. 50% cotton content. 
Send for FREE portfolio of 


letterheads on 


WHITER-BRIGHTER OLD DEERFIELD BOND. 





ett a 


Fine Paper! 


BOND - ONION SKIN 
EZERASE - OPAQUE 
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MILLERS FALLS PAPER CO. 
Dept. H-2, Millers Falls, Mass. 
Please send me Portfolio with sample 


letterheads and papers on WHITER- 
BRIGHTER OL D DEERFIEL D BOND 


Name 





Position 








Company. 
Address 


—, 

















than five people — 


WITH FACIT! 


With Facit—the world-famous fully 

automatic calculator—you can calculate 

5 to 10 times faster than by ordinary 

Calculate with one hand. methods. Anyone can calculate any- 
Wille with the other. thing, thanks to Facit’s simplified easy- 
to-learn 10-key system. Touch-operate 

with one hand, and check with the 

other. A Facit very soon pays for itself 

because it’s the least expensive machine 

in its class. Save money and energy— 

pe-calculate with a Facit. 


CALCULATOR 


World’s most exported calculator 


FACIT INC. 


500 Fifth Ave., New York 36, N. Y. © 114 Sansome St., San Francisco 4, Calif 
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Wayne’s educational program is to help 
train urgently needed personnel for the 
operation of the country’s growing num- 
ber of electronic computers and to seek 
new developments in the field of auto- 
matic data processing equipment. The 
laboratory will be at the disposal of in- 
dustry for the solving of practical prob- 
lems in engineering, research, produc- 
tion, inventory control and other busi- 
ness operations. 


UDEC might be called upon to solve 
problems involved in complicated mathe- 
matical tables derived from many di- 
verse factors like insurance tables, mort- 
gage amortizations, artillery firing tables 
and many other applications utilizing 
numerically graduating scales. For en- 
gineers, it could determine stress and 
weight factors of a crankshaft or do a 
complete analysis of the entire engine. 
The machine can compute the perform- 
ance of mechanisms before they are 
built. In design work the required di- 
mensions and shapes of such things as 


UDEC is made primarily of unit-packaged 
electronic pulse circuits, like the above, built 
in quantity by Burroughs Electronic Instru- 
ments Division, Philadelphia, and used by 
industry and educational institutions for elec- 
tronic iesting, research and computation. 
cams, templates or molds, many of which 
are directly based on algebraic and 
trigonometric formulae, can be worked 
out completely on the computer, thus 
eliminating drafting and blueprinting 
by providing a table of successive set-up 
positions for milling machines and 
lathes. 


HERE'S HOW TO GET 


MORE LIGHT - 


LESS GLARE 


VERDEX COATING GIVES YOU GLARE REDUCTION WITH FILTERED LIGHT 
Send for free information 


You can make your offices more com- 
- fortable and efficient by switching 
Sto Verd-A-Lite. 
and plants throughout the country, 


Verd-A-Ray’s Verd-A-Lite fluorescent 


Proved in offices 


tubes and incandescent lamps with new 
Verdex Coat filter out the harsh glare of 
infra-red and ultra-violet rays providing 
your working spaces with softer, more com- 
fortable, color corrected white light—write 
today for the Verd-A-Ray story. 


Complete line of standard fluorescent colors available. 


VERD-A-RAY CORPORATION, 615 FRONT STREET, TOLEDO, OHIO 


THe Orrice—February, 1954 


17 





“What has she 


got that...?” 


... gives her such a fast getaway at 
five p.m., while you are still wet 
nursing stamps and envelopes? 





... Just a postage meter, sister! 


@ Now any office can afford the little 
DM, desk model meter . .. which does 
away with old fashioned stamps, licking, 
sticking, and the stamp box. 

@ It prints postage, any amount 

needed for any kind of mail, nght on 
the envelope... with your own small ad, 
if you like. Supplies parcel postage on 
special tape. And has a moistener for 
sealing envelope flaps. 


@ The DM can be set for as much 

postage as you want to buy. . . protects 

it from less, or spoilage, and 

automatically accounts for it. A time 

and postage saver, too! 

@ Other models, hand and electric, for 

larger firms. Ask the nearest PB office Ideal for branch offices 
to show you. Or send the coupon. 


FREE: Handy wall chart of Postal Rates, 
with parcel post map and zone finder. 


a = PITNEY-BOWES 


Postage 
Meter 


Offices in 93 cities 
in U.S. and Canada 


3493 Paciric St., StaMrorD, Conn. 
Please send free 7 booklet, C) wall chart to: 


Name ca a ae RS electric model, 
for larger mailers, 
stamps and seals 175 
Firm letters a minute! 





Address 
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LYING OFFICES, ealled executive 

aircraft, offer the advantages of 

swift, dependable transportation to- 
gether with flexibility and convenience. 
The trend in executive aircraft use, 
according to S.B. Withington, vice 
president, Aveo Mfg. Corp. and general 
manager of its Lycoming Division, 
points toward a 20% increase in the 
use of this type of plane in the next 
five years. 

Today more than 8000 companies 
own and operate more than 10,000 
planes and during the first half of 
last year these company aircraft flew 
some two million hours, as compared 
with 1,240,790 hours flying by the 1060 
planes operated by the scheduled domes- 
tic carriers. While business ownership 
of aireraft has been going on for the 
past 20 years, the executive plane fitted 


with desks, dictating machines and other | 


office equipment is_ relatively new. 
Formerly, corporate aircraft were in 
the main limited to organizations that 


Flying executives like Ray Cowden, Avco Mfg. 
Corp., can do much of their office work 
aboard a company plane. 
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SAVE MONEY 
TIME and LABOR 


-with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 





SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-sraudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT 





56 LAFAYETTE STREET, NEW YORK 13, N. Y. 


Send samples of SPOT CARB forms and 
free booklet "How to save with SPOT 
CARB" 


| 
| 
| 


| FIRM 


ADDRESS 
SIGNED 





needed a plane to conduct their business, 
such as oil companies, petroleum pipe 
lines and agriculturists dusting 
Today’s trend in business flying is more 
toward companies utilizing planes for 
transportation alone. Operation of an 
aircraft they tind rans to about the 


crops. 


~“§P2ED-£57"— 


LABEL SETS 


Faster 
Better 





Cost Less 
For Addressing 





ONE TYPING MAKES 4 COPIES OF YOUR 
MAILING LIST. Check these advantages: 
1. Specially padded for easy machine insertion. 
2. Thumb-tabbed for quick removal of carbons. 
3. Non-smudge carbons give better copies. 
4. Pinhole perforation allows neat separation. 
5. Fine, pure white, first quality paper. 
6. Gummed to stick—and stay on. 

A PRICE THAT'S HARD TO BEAT! 
Also Address Labels without Carbons. 


Write for free sample and low quantity prices. 





ERIA spPeeD LABELS 
47 West St., New York 6, N. Y. 





Some _ twin-engined, 
four to six place 
executive planes, 
powered with Ly- 
coming engines of 
150 or 260 horse- 
power. Clockwise 
from the bottom: 
Piper Apache, four- 
place; Grumman 
Widgeon,  six-place 
amphibian; Aero- 
Commander, six- 
place; Riley Twin 
Navion, four-place; 
and Beech Twin Bo- 


nanza, six-place. 


same amount of money as to operate an 
automobile. Estimates of approximately 
10¢ a mile for flying are being compared 
to the American Automobile Assn. re- 
port of 9.16¢ a mile for 10,000 miles of 
driving a car in the $2000 price class. 
Soth these estimates include depreciation 


FACTORIES, WAREHOUSES, 
OFFICES CUT TIME 
‘LOSSES — SAVE STEPS 


WITH 


WHEELER 


SOUND POWERED 
Electiic TELEPHONES 


* NO BATTERIES. No outside power. 
LOW in FIRST and LAST COST. 
ALWAYS READY IN EMERGENCY. 
UP TO 12 stations intercom. 
Corrosion-resistant construction. 


ASK ABOUT NEW EXECUTIVE-TYPE CRADLE PHONE. 
THE WHEELER INSULATED WIRE CO., INC. 


Division of The Sperry Corporation 


| 1106 East Aurora Street, Waterbury 20, Conn. 
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NOW=—More Time for Management to Manage 


Every day “paper work” mounts. Never before in the 
history of American business has the handling of detail 
been so important—taken so much of management’s time. 


But there’s a way to cut through this maze and find 
more time for the really productive work. It’s a simpli- 
fied plan by Shaw-Walker. Finding is up to four times 
faster. Operating costs for help are reduced. But most 
important, there’s less to hamper and delay decisions; 
management has more time to manage. 
Since 1899 Shaw-Walker has been helping business by 
simplifying office work—to speed record keeping. 
Shaw-Walker makes everything for the office—except sta ae i 
machines—chairs, desks, Fire-Files, filing cabinets, loose- an Gan mee ae of the eight 
leaf and payroll equipment—each “time-engineered” to Shaw-Walker ‘time - engineered 


. i filing systems. For records of any 
help make the most of every minute, every working day. kind, for one drawer or 1,000. 


yoite for REP 


“Built Like a 
& Skyscraper™ 


The booklet, “Time and Office Work,”’ is packed with ideas for stretching 
office time. A wealth of information on “time-engineered” office sys- 
tems and equipment. 36 pages! Many color illustrations! Write 
today on business letterhead to: Shaw-Walker, Muskegon 46, Michigan. 


Executive Offices at Muskegon, Michigan 
Branches and Dealers in All Principal Cities 


GHAW-WALKER Largest Exclusive Makers of Office Furniture 


and Filing Equipment in the World 
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FOR ALL NOISY 
OFFICE MACHINES 


AT ITS SOURCE! 


The triphammer clatter of uncon- 
trolled office machine noise jangles 
everyone's nerves and reduces of- 
fice efficiency. Sof'Tone Acoustical 
Cabinets absorb this noise and re- 
duce sound volume 50%. 


QUIET office noise with Sof'Tone 
and greatly improve efficiency. 
Everyone works in comfort — pro- 
duces more. 


Results guaranteed or you do not 
pay. 


Write today for details. Give machines, 
makes, models you use and measurements. 


ASSOCIATES 


22 COMMERCIAL ST. 
ROCHESTER 14, N. Y. 





and insurance costs. 

The convenience and flexibility of 
operating executive aircraft is another 
basic factor of their growing popularity 
particularly in and out of cities that 
are off the beaten track of regular com- 
mercial transportation. For example, 
the 6237 airports capable of handling 
the smaller executive aircraft offer an 
aviation network that virtually links all 
cities of any size in the country. A small 
percentage of these airports are used 
by scheduled airlines. In the State of 
Florida alone, you are scarcely ever 
out of sight of an airport while flying 
up the east coast. Many airports can- 
not accommodate four-engine commer- 
cial planes or the larger two-engine 
planes, but are ideal for the smaller 
executive aircraft. 

“Executive aireraft, until recently 
maintained by relatively few larger cor- 
porations, are finding such favor with 
medium and small companies that the 
executive plane now has the largest 
expansion potential in the civilian avia- 
tion industry,” said Mr. Withington 
who is author of the description “Saf- 
est Offices Over Earth” for Lycoming 
powered twin-engine aircraft that can 
fly and land on one engine alone. 

“The advantages of the smaller types 
of executive planes have been amply 
demonstrated: less original cost, lower 
operating costs, less complicated to fly 
and maintain, smaller landing facilities 
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“At least people can see 
that our staff is well paid.” 
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required, lower operating costs which 
make possible owning two small planes 
rather than a single large one. 

“With the trend toward two engines 
—either by original design or conver- 
sion—the executive aircraft becomes a 
more flexible plane. Once a company 
gets a plane, it wonders how it ever got 
along without one. And cost-wise the 
operation of an executive plane is sur- 
prisingly inexpensive. Interestingly, 
too, one or two executives using a 
smaller plane do not have the wasteful 





feeling they experience using a large 
and expensive plane,” Mr. Withington 
says. 

The executive aircraft business is a 
big one. More than $200 million is in- 
vested in the fleets and ground facilities 
of this country’s 8000 companies with 
planes, and an additional $75 million 
a year is spent in keeping this fleet fly- 
ing. So don’t be surprised when you 
receive a letter with a dateline: “5000 
ft. over Enid, Okla., en route to Chick- 


Write for Sample Book. Address Dept. OF 
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€29 PHOTO-OFFSET PLATES 


Wiwa 
| MERCURY 


CONTEST! 


For owners or operators of 
offset duplicating machines 


IT’S FUN! It’s new! It’s national! 
It’s about the easiest contest ever! 
And it pays off in big, big prizes. 
YOU CAN WIN if you’re em- 
ployed in or associated with an 
offset duplicating department. It’s 


24 


nearly as simple as that. So, write 
for entry blank and contest rules 
today. ‘““Win-A-Mercury” or a big 
cash prize. It’s easy! See for your- 
self. Write 3M Company, St. Paul 
6, Minn. for entry blank and rules, 
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I2pans? 


FIRST PRIZE New 1954 MERCURY 
2™ Prize *500°° CASH 
TEN *100°° CASH PRIZES 


WRITE 3M COMPANY TODAY FOR ENTRY BLANK 





6). @® PHOTO-OFFSET PLATES 


BRAND 


Made by the makers of “Scotch” Brand Cellophane Tape 


Made in U.S.A. by MINNESOTA MINING AND MFG. CO., St. Paul 6, Minn.—also _,+2 2? 
makers of * ‘Spherekote”’ Brand Tympan Covers and Frisket Papers, ‘ “Scotchlite”’ Reflective % y 
Sheeting, “Scotch”’ Brand Pressure- Sensitive Tapes, “Scotch” Sound Recording Tape, & 
*‘Underseal”” Rubberized Coating, ‘“‘Safety-Walk’”’ Non-slip Surfacing, “3M” Abrasives, % 


“3M” Adhesives. General Export: 122 E. 42nd St., New York 17, N.Y. In Canada: London, 


7 oo 
Ont., Can. 


Tue Orrice—February, 1954 25 





Ox original founders insisted from the 
very beginning that trading down to competitive 
levels was putting the cart before the horse. 
Make intrinsically superior products and watch them 
find their own markets — was their idea, and still is 
our idea. We put first things first. 


<4 AMA A 
SANNA OOF 


Pan amaceaven Ribbons and Carbons 
are blueprinted and manufactured by skilled 
technicians cleaving to a careful formula — 
no guesswork, no mass-production conces- 
sions, no deviations from our time-honored 
custom ... Quality First! Thus do PANAMA- 
BEAVER materials hold the favor of execu- 
tives, secretaries and purchasing agents 
who measure economy by results! 


4) 47 
PANAMA-BEAVER 
LOWE” th 


GZ. Winn 


Coast to Coast Distribution 


MANIFOLD SUPPLIES Co. 
188 Third Avenue Brooklyn 17, N. Y. 


HECTOGRAPH UNI-MASTERS INKED RIBBONS 





things first 





packaged arithmetic 





Olivetti offers a proved way to increased figure-work efficiency: “packaged 
. * 397 2 4 . . . 8 . . . nf P 8 
arithmetic,” provided by the Olivetti Fully Automatic Printing Calculator. 
Hand this all-purpose machine any problem in business arithmetic. It 

pur} YP 
gives back to you all the details of the problem, plus the answer, neatly 
‘“‘packaged”’ on a printed tape. 


The only fully automatic printing calculator, made by Europe’s largest 
manufacturer of office machines, it automatically multiplies and divides, 
and is also a complete 10-key adding machine with direct subtraction. 
Versatility, speed and dependability make ‘‘packaged arithmetic’’ ideally 
suited to many business operations. More than 10,000 U. S. firms today 
use Olivetti Fully Automatic Printing Calculators, sold and serviced by 
over 400 dealers. For information, write Dept. AR, Olivetti Corporation 
of America, 580 Fifth Avenue, New York 36, N. Y. 


olivetti 





We said it..- 
Ba we everyone’s 
saying it! 


THE FINEST DICTATING 


MACHINE MADE TODAY! ——— 
0. GODWIN 


Name ..-- Cc. 

_ , . DALLAS DICTATING MACHINE CO. 
_,. 1801 Olive Street, Dallas, Texas 
in Dictating Machine Field .- - 30 YEARS 
f Dictating Machines Sold—NEW . REX RECORDER 


Dictaphones, Ediphones, Audographs, Soundscribers 


Time after time, ovr dealers hove 
sent us letters like the one reproduced 
here... Yes, we said it 

now everyone's saying it. 

REX RECORDER IS THE FINES? 
DICTATING MACHINE MADE TODAY! 
Write for the name of your 


nearest decler . - - for a 
free demonstration of your offices. 


AM EXCLU: 
ERICAN oF SIVE NATIONAL DISTRIBUTORS 


CTATI 
65 Madison vara MAC 


HINE CO., INC. 


New York 
ESTABLISHED 1923 16, New York 
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ARY-TALLY 


Multiple-Unit Reset Counter 


DESIGNED TO COUNT 
ANYTHING COUNTABLE 


this new Vary -Tally can be SUPP 

; ati to 6 banks : 
any combination up hs 
13 enlts wide, with the counting units 
arranged compactly on stands in tia a" 
Now check these special features of 
Veeder-Root design and construction: 


@ Easily Readable from any Angle . . . Bold Figures Always Centered 


in Window . No Glare . . . Figures not Covered by Fingers in 
Operation 


@ Easily Portable, yet Ruggedly Built for Long Wear 


@ Separate Counting Units Can be Rotated like Tires on a Car, to 
Distribute Wear Evenly 


@ All Parts Carrosion-Resistant 

@ Working Parts of Hardened Steel 

@ Operation Not Affected by Extreme Heat or Cold 

@ Individual Tag Above Each Counter-Window — Not Strip Tabs 
@ Veeder-Root Quality in Every Part 


Now what’s on your mind, that Vary-Tally can help you count? Write 
for news sheet and prices. 


Te Me XS @® VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 
Chicago 6, Ill. + New York 19,N. ¥. « Greenville, S.C. @ Montreal 2, Conada + Dundee, Scotiond @ Offices and Agents in Principal Cities 
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Direct action gives instant answers. 
Increases operator productivity, 
requires less time and effort. 

Three-way control prevents 
errors—signals operator by 

sight, sound, and touch. 

Call the Comptometer 

representative for details. / 


COMPTOMETER ADDING-CALCULATING 
MACHINES are made only by Felt & 
Tarrant Manufacturing Co., and sold 
exclusively by its Comptometer 
Division, 1715 N. Paulina St., 

Chicago 22, Ill. Offices in principal 
U. S. cities and throughout the world. 


Electric and non-electric models 


COMPTOMETER 
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Produces finished reproduction copy for 


for any duplicating method! 


+osein one easy operation! 


Your own office typist will produce attractive, professional- 
looking forms in your own office. Push-button control for any 
kind of ruled line...up, down and across. Automatic alignment, 
evened margins right and left, cleanly fitted joints, automatically 
centered type captions. Vari-T yper Composomatic also produces 
printer’s style text for printed matter. Hundreds of instantly 
changeable type faces and sizes available. 








RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Ave., Newark 5, N.J. J 


Please send me Vari-Typer Booklet 339. 


4 
ey 
re 


COMPOSOMATIC MODEL 
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Try A C & O-binding / 


You'll Like It Better Because It JS Better 


When all is said and done, the true reason why you ought to use the Acco 


method is that you'll like it better! 


You'll like Acco Fasteners, Accobind Folders and the Accobinding way of 
filing all your business papers because they mean security, neatness, order, 
quick finding, office and personal efficiency. 


Acco-binding does away forever with 
“scatteration filing”, limp and messy fold- 
ers, lost or mislaid papers. Acco-binding 
brings all related papers together and keeps 
them there. Your correspondence, orders, 
invoices, reports and other records are al- 
ways in order, safely bound—temporarily 
or permanently as you wish—and readily 
available. 


ACCO PRODUCTS, 


Incorporated, 


Acco-binding is easy to operate, foolproof, 
economical. Simply punch your papers, 
place them over the prongs of the Acco 
Fastener in an Accobind Folder and be 
assured that ‘“Acco-bound papers are 
SAFE papers”. 

Yes, you certainly will like Acco-binding 
better, because it is better. Try it and see! 


OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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WHY WASTE OFFICE TIME? 
KEE LOX "KOPY ALIGNER" combines 
HIGHEST QUALITY CARBON PAPER 
Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, with Less Fatigue. 


YOU CUT cA YOU 
yYourR — .:¢ aay SAVE ON 

COLLATING ,>; ~- Jey. THE 
cosTS a? : 


Different Weights and Finishes to give perfect results from One to 
Twenty Copies at a time. All Copies Clean while every sheet has aston- 
ishing wear. You may obtain Free Samples by contacting any of our 32 
fully stocked Retail Branches in the U.S.A. We also make Carbons for 
every use and ribbons of every color for every machine known to the 
market. 


Kee Lox Duplicator Supplies are No. 1 on the market. 


Just phone our Branch in your city for Samples of above Kopy Aligner 
or write to 


HOME OFFICE 
KEE OX, MFG. CO., ROCHESTER 1, N. Y., U.S. A. 





Above line for Export, write to Export Dept. above address, for information, free Samples 

and Exclusive Territory. Most complete and Highest Quality Line in the Industry. Quality 

that holds Customers and insures Profit. We know because we sell it retail. You get 
the same product. 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


Sper: 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Py Whee 


Revolutionary Design 


Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


CUSTOM 
ADDING 
MACHINE 





costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


* Based on scientifically controlled tests. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-254 


Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


VICTOR 


34 YEARS OF Address 


Company Name ......... 





QUALITY RECOGNITION City 





THE WORLD OVER 


ee we ee ee ee eee 
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SESS 


~ THE WORLD'S MOST IMPORTANT MANAGEMENT SHO 


= 8]! 


seid say 
THEIR OFFICES 
ARE NOT 
COMPLETELY 
EQUIPPED FOR 


MAXIMUM 
COMFORT AND 
PRODUCTION *K 





* Survey of 1953 National Business 
Show by John T. Fosdick 
Associates. 98,031 attended for 
only one purpose — to fill their needs. 
Detailed Show Report on request. 


For Reservations call or write: 
RUDOLPH LANG, 

Managing Director 

33 West 42 St., New York 36, N.Y. 
Phone: PEnnsylvania 6-6760 
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The machine 

that changed office 
copying changes 
its name... 


COPEASE DUPLEX PHOTOCOPIER 
is the new U.S. name for the machine 
known elsewhere as Develop Combi 
..- the machine that in five short 
years has revolutionized office copy- 
ing in 52 countries! And COPEASE 
DUPLEX PHOTOCOPIER is getting to 
be the big name in the copying field 
with leading American corpora- 
tions. With good reason: this com- 
pact, economical machine makes 


COPEASE COMPANY 
Sole distributor U.S.A. 

270 Park Ave., New York 17, N. Y. 
Telephone: PLaza 3-6693 





Develop 
C ouwibe 
now called 


finished photocopies in seconds—up 
to 14” wide and up to any length, 
from white or colored originals. 
COPEASE DUPLEX PHOTOCOPIER 
exposes, develops and prints sharp, 
dry, perfect copies — jet black on 
permanent snow white background 
—on all types of stock. Call for 
demonstration or write for folder — 
it will repay you and your company. 

Manufactured under U.S. Patent No. 2,657,618 





Some of the 30 
Inserting and 
Mailing Ma- 
chines, each of 
which averages 
better than 34,- 
000 finished 
pieces daily, at 
Mailing Service, 
Inc., Philadel- 
phia. The ma- 
chines can pro- 
duce over a mil- 
lion mailings a 
day for this com- 
pany. 


) 
. 


Miss Rheingold of 1954 (Adrienne Garrett) 

made a Dictabelt record for radio use in the 

Air National Guard's recruiting drive and it 

was carried by Col. Willard Millikan on his 

record-breaking 4-hour, 8-minute flight from 

Los Angeles to New York. Col. Millikan’s Safeguard Checkwriters have been used for 

radio transmission's during the flight were 20 years by the William H. Lockard General 
monitored on Dictaphone machines. Insurance Agency at Manoa, Havertown, Pa. 
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Vertical open shelf files, manufactured by Wassel Organization's Rotor-Files speeded 
Virginia Metal Products, lnc., in the office of central reference to 400,000 cards by 30% at 
Guardian Life Insurance Co., New York. Union Trust Co. of Maryland, Baltimore. 


National Airlines’ 18 New York ticket agents Using a Bates Electric Stapler to staple col- 
use the Mosler Cash-O-Matic system which lated procedures at Pratt & Whitney Aircraft 
saves them 180 manhours a month. Division, East Hartford, Conn. 
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Three Ozalid Oxa- 
matic machines 
copying mailing lists 
in the offices of 


Reuben H. Donnelly 
Corp., Chicago. 


National Broad- 
casting Co. uses 
16 Sof-Tone 
acoustical cabi- 
nets on teletype 
machines in their 
New York office. 
Prior to the in- 
stallation, opera- 
tors complained 
of nervous ten- 
sion, poor light- 
ing and heat. 
Since lighting 
had been good 
and room. was 
air conditioned, 
machine noise 
was undoubtedly 
the real cause of 
complaint. Sof- 
Tone cabinets 
are made by 
Gates Associates. 


Theta-Plex light- 
ing equipment of 
the Geometrics 
Series, manufac- 
tured by F. W. 
Wakefield Brass 
Co., is designed 
on a 4-ft. module 
and can combine 
acoustical treat- 
ment, sprinklers 
and air diffusers. 





The California 
Farm Bureau 
Federation's of- 
fices in Berkeley, 
, showing Stee!l- 
master Uno Of- 
fice Modulettes 
manufactured by 
Art Steel Sales 
Co. and installed 
by Campbell 
Typewriter Co., 
Oakland, Calif, 


Screen star Anita Colby is one of the many 
persons who uses a dictating machine at 
home. Hers is a Gray Audograph. 


The cycle billing department at Henry's of Wichita, Kans., showing LeFebure Auto-Justo Cycle 
Billing Trays, Desk Housing Units, and Hi-Lo Reference & Posting Stand. This office uses 
LeFebure's custom printed, cycle billing forms. 
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Nurses in the 
Henry Heywood 
Memorial Hospi- 
tal, Gardner, 
Mass., recording 
off-duty time on 
a Model TCF 
Hospital Clock 
made by Simplex 
Time Recorder 
Co. 


A Series 3000 Shred- 


master paper shred- 
der is used for de- 
struction of confi- 
dential papers in 
the cable room of 
Standard Oil Co. of 
N. J. in New York. 





A National Cash 
Register Co. 
Class 31 machine 
handles accounts 
receivable and 
payroll for Ger- 
mantown Hospi- 


tal, Philadelphia. 








N 
OLD TOW 
pRroDducts 


Service: Strongest Link in Any Business System 


e 
performance . There's no doubt about it—office efficiency means extra profit 
Economy- for you. A practical, workable office system builds that effi- 
ciency—cuts overhead—saves time and precious profit dollars. 


Tops In 





@ Old Town Products—offering top service, performance, economy— 
are the strongest link in any chain of office operations. Their long estab- 
lished reputation for quality and dependability has won acceptance for 
Old Town with leading business concerns everywhere. That is why business 
firms from coast to coast know that when they use Old Town they are 
using the best in Non-Curling Carbons, Typewriter Ribbons, Duplicating 
Machines and Supplies. Endless research and effort go toward making 
these scientifically created office supplies the finest on the market today. 








DEALERS! There are still a few choice territories available for 
an Old Town dealer or territory franchise. There's an Old 
Town representative in your territory. Let him show you, step 
by step, how Old Town can mean a steady income for you 
for the years ahead. Write for complete information today— 
ask for your copy of the Old Town Counsellor. 


OLD TOWN CORPORATION 


Dept. O-2, 345 Madison Ave., New York 17 
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Bach, eolliaver and the Boss! 


... with Easier-to-Use 


SoundScriber® 


DICTATING EQUIPMENT 


Thanks to SoundScriber, this salesman will 
listen to all three tonight. His prized recordings 
plus a pep message from the Boss! 
For SoundScriber alone offers a dictation disc that plays back on long-playing 
phonographs. One wafer-thin disc, no bigger than your palm, carries 15 full 
minutes of dictation, mails for a 3¢ stamp! Now you can conduct sales meetings, 
transmit confidential information or personal messages to traveling men with as much 
privacy as though they sat across your desk. 
Like to know how this versatile, easy-to-use dictating equipment can make your 
field force even more efficient ? Mail coupon today! 





SoundScriber Corp., Dept 9-2 


Only SoundScriber Offers You: New Haven 4, Conn. 
1. Automatic On-the-Dise 4. Lightest All-Purpose Send sample dise and literature. 
Indexing. Machine. 


2. Two Arm Flexibility. the only dictation dies 
useable on long play- 
3. Mail-Chute Size Discs. ing phonographs. 


SEND TODAY 
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_ MERCURY PRODUCTS — 
BUILT RUGGED FOR LONGER LIFE 


8) BLANKETS 


achines 


N 
MERCURY LITH ROLLERS A 


for Multilith printing m 


URY-GRAPH ROLLERS 


miitashitins) mact 


MERC 
for Multigraph duf 


wanes 


It takes a lot longer to wear out these extra sturdy rollers 
and blankets. The extra mileage is BUILT IN with materials 
tested for the severe punishment of huge commercial printing 
presses...far harder on rollers and blankets than office dup- 
licating machines. They’ll give you finer reproduction, too. 
Specify MERCURY and see! 


Ra Pi D Ra LLE R co. FEDERAL AT 26TH ST. + CHICAGO 16, ILLINOIS 
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with MONROE 


Now, more than ever before, the dealer is called upon 
to meet the complete business machine needs of his cus- 
tomers. That is why Monroe, with its rotary calculator, 
its full keyboard adding machine, and its new 10-key 
adding machine exactly answers the requirements 

of the progressive dealer who wants a broad 

line of popular figuring machines. Why don’t 

you play the market safe, and sure, and 


cetniaie caiteataibiini ana profitable with Monroe? Just fill 


electric; 7, 8, and 10 column keyboords . z 
end up to 20 places in answer dials. in and mail the coupon. 


FULL KEYBOARD ADDING MACHINES Hond 
and electric; with or without credit balance; up to 
11 column totaling capacity; wide carriage models. 


Monroe Calculating Machine Company, inc. 
Dealer Sales Division, 555 Mitchell Street, Orange, N. J. 


All right! Send information about the complete line of Monroe 
machines and their profit-making possibilities. 





10-KEY ADDING MACHINES Hand-electric and elec- 
tric models; 11 listing 12 totaling; with direct subtraction 
ond credit bolance; also wide corriage models. 


"AONROE CALCULATING MACHINE CO., INC. 
Dealer Sales Division, Orange, N. J. 
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OFFICE 
MACHINE 
STANDS 


from 


$3450 


GENERAL SPECIFICATIONS: 


Ave 


Frame 242" wide, 17%" deep, sim- 
ple elevating device. 3’’ diameter 
casters. 1” steel tubing. When in 
rolling position, distance between 
casters 25%" depth x 19%" width. 
Top 18x18”. Drop leaf attachable 


either side 16x18”. 


Adjustable Ball Foot as- 
sures stability on uneven 


Shown with the IBM (20 carriage) 4 floor 
ELECTRIC TYPEWRITER 


GENERAL FEATURES: 


Tusco stands can’t capsize. They will Constructed te carry weights far in 
Toh MAlolachi-mm Olge) oM(-tehMelel-t Melam-iil-ts excess of typical machines. Life time 
side. Exceptional operator comfort. service guarantee. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 








**Basy View'’ curved 
window shews each 
amount rung up. 


New ribbon printing me- 


chanism provides single 
and double cash receipts: 
one for your customer, 
one for your records 


**Greased mpg 
push button 
with keys scheumheatty 
designed and numbered 
for minimum finger and 
eye fatigue. 


A masterpiece of stream- 
lined design with gleam- 
ing enamel finish, 
chrome plated rust-re- 
sistant trim. 


THE REGNA 

IS THE MOST 

Here at last is the all-purpose BEAUTIFULLY DESIGNED 
machine specifically designed for CASH REGISTER TODAY! 


those small and average-size merc!.ants 

who comprise the bulk of your volume market! 

A machine so versatile, so magnificently engineered and designed, it's destined to tolly up the 
biggest sales record in your experience! Exaggeration? Just compare Regna feature for feature, 
price for price with any other similar machine on the market today. You'll be convinced that 
with Regna you have the trump card, the shot-in-the-arm your business needs! 


Nationally advertised to millions of retailers in every field . . . 
fully backed with dealer promotional material. Easy 
time-payment plan for your customers. NA 
GET ALL THE FACTS age te 
FILL IN COUPON N 
Registers, inc. 


Regna Cash 
175 Fifth Avenue New York 10, N. Y. | 


Gentlemen: 
Please rush more information on the new Regna and tell me 
how | can become a Regna dealer. 

Nome. | 
Cc \ al ’ 

Addr | 
City lone..__State. 


Giinks ceaen uhh eaten cual Goats euee tame enias Gem Gane enmnemivenin ed 
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SN ttn s 
XEROGRAPHY 


at Bousch & Lomb Optical Co. 


eo tate 9) nm car omeg 6 natn, of ast Beg mm 
eet both ene: te 
fee Pome <a 


reg Oe ee seme 
fe we tome 


X¥EROGRAPHY 


V vm” 


HOW KEROGRAPHY 


FOR THESE AND 


cuts duplicating costs srs. 
PREPARES PAPER MASTERS /” 3 Minutes / 


Anything written, typed, printed or drawn can be copied by 
xerography with XeroX Lith-Master® Copying Equipment. Sead for 
Xerography is a dry, electrostatic, direct positive copying 
process. No sensitized papers, liquid chemicals or water are 
used. No costly plumbing installation is necessary. Plugs 
into an AC outlet. An office girl can copy from one or both companies of all kinds 
sides of original material in same, enlarged or reduced size are cutting costs 
onto a paper master for run off of multiple copies on an 
offset duplicator. 

For use in diazo type machines, translucent intermediates XEROGRAPHY. 
can be made from any original subject in the same speedy way. 


THE HALOID COMPANY 
54-2X HALOID ST., ROCHESTER 3, N. Y. 
Canada: The Haloid Company of Canada, Limited, Toronto 2, Ont. 


XEROGRAPHY 


“proof of performance”’ 
folders showing how 


and time with 
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NEW and 
years ahead! 


CLARY CUSTOM LINE 


For those who want style and performance 
that will be modern for the next decade. 


Over 150,000 businesses use Clary adding machines and 
cash registers. 


Factory branches or authorized dealers in 
all cities of the U.S. and many foreign countries. 


CLARY MULTIPLIER CORPORATION @ SAN GABRIEL, CALIFORNIA 
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Units on this page are designed 

for card record systems; those oppo- 

site are for leases, contracts, insur- 

ance policies, other office forms. Rubber 

feet are provided; removable for stacking 

purposes, Spring compressors give record 
protection. 


“STANDARD CARD” CABINETS 


ONE DRAWER UNITS seepion 


Capacity Width Height Depth Price Packed Per Ctn 
1600 cards 65%" 5\/," 16" $3.60 6's 35 Ibs 
1600 cards 75%" 6!/," 16" 4.20 6's 40 Ibs, 
1600 cards 954" 7," 16" 5.40 3's 28 |bs. 
1600 cards 105%" 8!/," 16" 8.40 2's 23 Ibs. 


TWO DRAWER UNITS 


3200 cards 12%" SY" 16" $6.30 
3200 cards 144," 6!/," 16" 7.20 
3200 cards 18%," 7%" 16" 9.60 
3200 cards 204%," 8!/," 16" 12.00 


THREE DRAWER UNITS 
C3353 4800 cards ma a $12.00 
*C3463 4800 cards ae as 15.00 
*C3583 4800 cards ma me? oe 18.00 
*C3693 4800 cards 20%." Be" 16" 25.00 
SANITARY BASES (15"' high)... .$10 additional. 


*Other bases available to fit asterisked items. Prices on request. 
Prices slightly higher in Texas, Colorado and West of the Rockies. 


FOR COLE'S LATEST CATALOG 


Ee STEEL EQUIPMENT COMPANY 
C L 285 Madison Avenue, New York 17, N. Y 





“HIGHER THAN WIDE” CABINETS 


ONE DRAWER UNITS Shipping 
Card wt 


No. Size Capacity Width Height Depth Price Per Ctn. 
C364 = 6x4 1600 cards 534" 8" 16" $8.40 ‘ 9 Ibs. 
C385 8x5 1600 cards 65" 10" 16" 12.00 12 Ibs. 
C396 = 9x6 1600 cards 754" sli 16" 14.40 ' 13 Ibs. 

TWO DRAWER UNITS 


C3642 6x4 3200 cards 12%," 8" 16" $14.40 4 15 Ibs. 

C3852 8x5 3200 cards 12%," 10" 16" 16.20 : 18 Ibs. 

C3962 9x6 3200 cards 14%," i" 16" 19.20 23 Ibs. 
THREE DRAWER UNITS 


C3364 6x4 4800 cards 143," 8" 16" $20.00 ; 22 Ibs. 

C3385 8x5 4800 cards 183/," 10" 16" 24.00 7 26 Ibs. 

*C3396 9x6 4800 cards 21%," 3 gg 16" 30.00 ‘ 33 Ibs. 
die THREE DRAWER DOCUMENT FILE 


C3105 1044"x5" 1000 leases 1834" 1244" 16" $19.95 ; 32 Ibs. 


COLORS: Olive Green or Cole gray. In Walnut or Mahogany finish, add $6.00 for | drawer units, $8.00 
for 2 drawer, $10.00 for 3 drawer units. 


LOCKS: Cabinets eauipped with lock and key add $2.10 per drawer. 
RODS: Cabinets equipped with rods for punched index cards add $3.00 per drawer. 


LE STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y 
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For the clearest, 
. @¢leanest typing ever! 


° ‘ 
; ARATE «tan 


\e ° cassie 
WAC 


All the writing qualities that modern exec- 
utive standards demand are at your finger- 
tips when you use Columbia Typewriter 
Ribbons and Carbon Papers. They're clean 
—easy to use. Even the most fastidious sec- 
retary and the most exacting ribbon and 


carbon buyer never fail to be impressed by 


the consistently excellent performance of 
Columbia Ribbons and Carbons. 


There's a Columbia Ribbon and Carbon 


for every type of machine and every kind of 


typing. Your Columbia stationer is an expert 
in selecting the type you need. Let him show 
you how you can have better typing—easily! 
Write for your free copy of the Columbia illus- 
trated reference book for ribbon and carbon 
users. 


COLUMBIA RIBBON & CARBON Mga. Co., INC. 
602 Herb Hill Road, Glen Cove, New York 


COLUMBIA RIBBON AND CARBON PACIFIC, INC 


Y 
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OMAC's Miss 
Business Show 
of £23 4, 
Dorothy V. 
Neruda, 19, is 
a secretary 
with Scully- 
Jones & Co., 
Chicago. She 
will reign at 
the 12th annual 
business show 
in the Conrad 
Hilton Hotel, 
Chicago, 
March 8-11. 


OMAC’s 


12th Annual 
Seminar & Show 


HE 12th annual olfice management 
Teenie and business show of the 

Office Management Assn. of Chi- 
cago will be held at the Conrad Hilton 
Hotel, Mareh 8-11. Theme of the semi- 
nar, which is sponsored by the Chieago 
chapter of National Office Management 
Assn. in conjunction with Northwestern 
University, will be Modern Management 
Horizons. George Clements, president, 
Jewel Tea Co., will be the keynote 
speaker and the complete program will 


he published in next month’s issue of | 


THE OFFICE. 
More than a hundred leading office 
equipment and service companies have 


leased all available space in the hotel’s | 


enlarged exhibit hall and over 40,000 
are expected to visit the show, according 
to Herbert W. Vetter, general chairman. 
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: Rising 
PARCHMENT 


100% RAG CONTENT 


qi 
S 


" 


For 
outstanding surface “ 
‘ beauty in letterheads or ¥ 
documents... n0 one— 
but no one produces a 
sheet to match 
this. 





1, for Fine Paper: 
at its Best! © 








If you want the most versatile photocopying equipment, you 
need Remington Rand Portagraph and Transcopy. With one 
machine to expose and one to process, you can photocopy any- 
thing you might conceivably want in less than a minute. Pages of 
bound books, artwork, inflexible material, material needing 
longer exposure — in short, everything you can’t do with a single 
machine, as well as everything you can. You get copies faster 
...and on white or colored papers, too. For information about 
our full line of Transcopy equipment, check coupon below. 


Hlemingtor. Flan. / Photo Records 


Room 1753, Remington Rand Inc. 
315 Fourth Ave., New York 10, N.Y. 


Please send () P334 ‘'Teanscopy and Portagraph”’ — for 
low cost flexibility. 

[) P344 “Transcopy Duplex’ — for those 

who prefer a combined exposing and processing unit. 


Name 
Company 
Address. 
Portagraph City Transcopy 

















SIDNEY SHEPHERD 


N ENEMY — unseen, but heard - 

constantly threatens to undermine 

your office, your job and you. That 
enemy is chitchat, word-of-mouth hear- 
say, gossip. Tongues can be like batter 
ing rams. They can undermine business 
and the business office. Rumors hamper 
office operations by spoiling morale and 
impairing reputations; by encouraging 
irresponsible action or by challenging 
authority. One company head deseribed 
his organization’s grapevine as_ being 
“quicker than radio, more thorough 
than a newspaper and as accurate as 
Pravda.” 

Rumor is defined as “a story or re- 
port current without any known author- 
ity for its truth.” Simply stated, rumor 
is a proposition for belief. Rumors may 
he true, partly true or completely untrue. 
True or untrue, rumors ean be harmless 
In their more virulent 


or time-wasting. 
stages they may have deep and long- 


lasting effects. Rumor is a deep root 
of office evil. The grapevine ean hinder, 
if not strangle, office operations. It 
thrives in a soil of compounded lies, 
fears, suspicions and uncertainties. 

Psychologists and sociologists study- 
ing gossip and the grapevine have 
evolved three principal types of rumor: 

FEAR OR BOGEY RUMORS eater- 
ing to our fear that the thing rumored 
may be true. 

HOPE OR WISH RUMORS eater- 
ing to our hope that the thing rumored 
is true. 

HATE OR WEDGE-DRIVING 
RUMORS feeding upon our prejudices. 
These have been described as doubtlessly 
being the most vicious and dangerous of 
all. 

These dangerous three types occur 
generally, as well as in offices. In of- 


fices they may concern five types of ae 
tivities : 

1. Hirings, firings, layoffs of staff 
personnel. Also, firings, reassignments 
or resignations of exeeutives. These are 
mostly feared. 

2. Cuts in pay—usually are feared. 

Bonuses, on the other hand, often are 
hoped for—particularly around Christ- 
mas. 
3. Sale of the company is a source of 
fear. Change of location of the office, 
either by moving or transfer to another 
city or area, or merger with another 
company—also are generally feared. 

4. Personal tattle-tales about execu- 
tives and other employees may descend 
into the vicious or hateful type of gos- 
sip. Conjecture or outright les about 
private lives arter office hours under- 
mine office morale. 

5. Poliey changes are feared since 
they may possibly affect one’s job, secur- 
itv and future. 

Usually rumors are rife during time 
of conflict, crisis or emergency but, 
since much idle chatter is dedicated to 
killing time, boredom and uncertainty 
are just as provocative in stirring up 
smalltalk. Most of this talk starts with 
people. They are concerned with still 
other people. They talk to many more 
people as well as to each other. The 
greater the common interest, the fur- 
ther the rumors will spread. 

Sometimes a piece of good news may 
set off the bad rumors. Tronieally, a 
erazy combination of events was set off 
in Bridgeport, Conn., by talk of the af- 
ter effects of peace at Panmunjon, Ko- 
rea. Workers in the plant and office 
of a certain factory with large defense 
orders immediately translated the peace 
talk into fear of losing their jobs. In 


“Wait until you fear this.” 
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“She meets him downtown after werk.” 


no time word got out that many em- 
ployees were going to quit their jobs to 
seek work elsewhere. Morale was un- 
dermined, in the plant sooner than in 
the offices, but the backwash of reac- 
tion also hampered office operations. 
Questions were directed to office per- 
sonnel and management. Regular office 
operations were interrupted to cope with 
this crisis. 

Happily, the situation was straight- 
ened out in a manner to be discussed 
later. Suffice it to say that additional 
office work would have been entailed by 
the shifting of office records of former 
employees; correspondence with unem- 
ployment insurance and U.S. Social Se- 
curity offices; perhaps letters of recom- 
mendation and other communications. 
Moreover, the same paperwork would 
have been necessitated by the later hir- 
ing of new employees whose personnel 
files would have to be started. 


Rumors are spread because they seem 
to answer questions we would like to 


have answered. Circulating a rumor is 
like spending counterfeit money. Un- 
verified reports also offer exeuses for 
our actions. Rumors relieve our emo- 
tions and, unfortunately, they offer a 
shaky platform to bolster the teller and 
make him feel or seem important. In 
the long run, rumors often fan the fires 
of tension which they seek to ease. 
Researchers at the University of 
Michigan Center for Group Dynamics 
planted rumors, like isotopes, to trace 
the natural flow of communications. 
Seven “cooperators” in an office of fifty 
persons volunteered as rumor. spies. 
Their duty was to record all rumors 
and rumor-mongers. Some office rum- 
ors then were let loose. The spies picked 
up 19 rumor “transmissions.” The 
point this research established was that 
13 of these rumors were directed to 


higher-ups; four to people on the same 
staff level, and only two were directed 
to lower levels. In this case, ramor was 
used as a pipeline to reach the boss or 
bosses primarily. 

In other cases, according to an in- 
teresting and able review of the litera- 
ture of rumor prepared for the Office 
of Naval Research, Washington, D. C., 
“rumors are most likely to be transmit- 
ted among friends or members of a sub- 
group to which the originator belongs.” 
Referring to a “community of interest,” 
this report seems quite applicable to any 
business office. The report also states 
that “within this sub-group rumors are 
more likely to be transmitted first to 
those for whom the information is of 
most interest or relevance.” It further 
notes that such communication channels 
may be two-way, usually involving “an 
exchange of information.” Two false 
reports still don’t make a true fact. 

Obviously, some of the best soil for 
the deep rooting of rumors can be found 
within the walls of the business office. 
Office workers tend to talk to each other 
before the workday starts, during the 
coffee-break, at lunch time and around 
quitting time. Rumors further concen- 
trate in offices because there are the 
seats of executive decisions and admin- 
istration. They are the centers of pa- 
perwork planning, the stage for pro- 
duction records, purchase orders, sales, 
finances, shipments and other aspects 
of general management and employee 
relations. 

People are gregarious. They gravi 
tate toward each other. If they have 
nothing momentous to say, they often 
lapse into smalltalk. Rumor is a by- 
product of smalltalk. Many unauthori- 
tative or unauthorized reports flit from 
tongue-to-ear-to-tongue in office hall- 
ways, at drinking fountains and cloak- 


“He's been married before.” 
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“Of course it’s vane of ay Guciness.” 


rovms. Knots of employees may gather 
at the telephone switchboard or at the 
receptionist’s desk. Other loquacious 
focal points are company dining rooms 
or the off premises coffee shop. White 
collar workers and their supervisors, 
managers, directors or the boss himself, 
have been known to either impart or 
gather up a choice morsel of gossip at 
the oflice party, while bowling with an 
office team or in washrooms or taking 
time out for a smoke. 

Once a rumor gets going, despite its 
origin, it ean get around quickly, or 
fizzle. Many rumor-mongers merely con- 
sider themselves to be polite conversa- 
tionalists. Rumors can go in a straight 
line, from person-to-person-to-person. 
They may be told to a group of people 
at once. Each of those people may re- 
peat the rumor to other people. Or the 


single gossiper may be spreading lies, 
half-truths and uncertainties. Strangely 


in many instances there is no malicious 
intent in buzzing around rumors. Prac- 
tically everybody with a tongue or tele- 
phone, or both, is in a position to cir- 
culate rumors. However, certain key 
word-of-mouth or telephone circulators 
get around more in the office system. 
Chief carriers here are office messengers, 
telephone operators and elevator opera- 
tors. 

Messengers, picking up outgoing mail 
and dropping off incoming mail, can let 
fall tidbits of information which may 
or may not be true. “Say, I hear that 

. »” often has opened such conversa- 
tions. The Know-It-Alls are particu- 
larly to be watched as the kind of of- 
fice employees who want to bolster their 
sagging egos by letting so-called im- 
portant information out of the bag. 
Telephone operators invariably strike 
up conversations with office secretaries 
to whom they spread gossip. They 


straddle the lines which are the arteries 
of a business office. Sometimes their 
tongues are longer than their lines. 
Other workers, not on an office payroll, 
are involved as contact and spreading 
points of rumors. Among the more ac- 
tive gossipers in this group are mail- 
men, delivery men, telegram messengers 
and visiting salesmen. 

The most talkative of outside gos- 
sipers are elevator operators who carry 
rumors as well as passengers. As they 
monotonously travel up and down hun- 
dreds of thousands of miles of elevator 
shafts year in and year out without get- 
ting anywhere, elevator operators usu- 
ally take to talking with passengers. 
Like busy bees, they cross-pollinate the 
gossip of office workers from different 
companies in raultiple office buildings 
or different departments of a company. 

Parenthetically, it is worth noting 
that false reports can be circulated dur- 
ing fire or civil defense air raid drills. 
White collar workers should be wary 
that rumors may be started in the course 
of such drills. In the confusion that 
follows an actual fire or Civil Defense 
drill, officials emphasize that “a single 
rumor might touch off a panic that could 
cost your life.” So long as these prac- 
tice drills are routine exercises, we are 
safe. But should a bad rumor run ramp- 
ant even during a surprise drill it may 
be harmful and should be recognized 
for what it is and avoided. 

Literally millions of dollars are 
sluiced down the drain annually as di- 
rect and indirect results of rumor-mon- 
gering. Rumor saps money from a 
company’s till as well as sapping morale 
from the efficiency, peace of mind and 
well-being of its employees. The first 
loss is measurable in dollars and cents, 
but the second and third are unmeasur- 
able yet usually far more expensive. An 


“You krow why he test fis last jok, don’t you?” 
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“They cay the Government © cuttin dow.” 


office staff whose spirit has been under 
mined is a poor and wasteful working 
force. 

Employees who fear being fired, hav- 
ing gotten wind of threatened layoffs or 
outright supposed firings, have been 
known to quit jobs. Thus, where no fir- 
ings or layoffs were contemplated, the 
time, money and effort already invested 
in training that worker—were lost. More 
time, money and effort will have to be 
spent to train a new employee. 

Action taken, in the previously men- 
tioned incident in a factory and office 
in Bridgeport, Conn., helped counter- 
act the ill effects of rumor. Skilled em- 
ployees were threatening to quit. Office 
employees were ruffled. Unnecessary 
work concerned with outgoing old em- 
ployees and incoming new employees 
would have swamped the personnel of- 
fic and staff. But proper and prompt 
counsel saved the situation. 


Not a word was officially spoken or 


written at the plant and office. Instead, 
the division general manager and vice 
president addressed a personal letter 
which was mailed to each employee’s 
home. In it was outlined the company’s 
confirmation of new orders, a direct 
quote from a U. S. government official 
confirming “no substantial changes 
planned .. .” plus reference to a large 
backlog of work. The letter concluded 
with an appeal to employees to keep up 
production schedules. News releases, 
based on the letter, went to local news- 
papers. Not a single reference was 
made to any rumor. Upshot? Labor 
turnover leveled off sharply. There was 
increased work for the personnel office 
... crowded with job applicants. 
Washington, D. C., presents a good 
example of a bad case of rumor-mon- 
gering inspired by fear and uncertainty. 
As the nation’s home office, Washington 


is preoccupied with government and 
politics. That’s its chief business and its 
only business. It has hundreds of of- 
fices staffed with thousands of white col- 
lar workers who are part of a total ci- 
vilian payroll of about 2,500,000 Fed- 
eral Civil Service employees. Washing- 
ton workers process words involved in 
Congress making laws and serving con- 
stituents; the President and his ex- 
panded administrative staff proposing 
laws and representing the nation to its 
citizens and the rest of the world, and 
the Supreme Court interpreting laws. 
Invariably the ideas get mixed up in 
this welter of written and spoken words. 
The nation’s capital is especially a hot- 
bed of rumor because it depends solely 
on the single business of government. 
Just aboat everybody in the greater 
Washington trading area depends upon 
government for a living, directly or in- 
directly. This is unlike Paris, London 
or Rome, for example, where other 
trades and professions are practiced 
as well as the business of government 
and variety tends to lessen circulation of 
governmental rumors. 

Last September, U. S. Government 
workers got jittery about job security 
with the switchover from Democratic to 
Republican administrations. Rumors 
were rife about supposed mass firings of 
office workers who were carried over 
from the previous two decades of Demo- 
cratic administrations. Fears became so 
pronounced that on September 22 the 
chairman of the Civil Service Commis- 
sion, Philip Young, publicly stated that 
false reports about the Republican 
“threat to the merit system” should be 
stopped. To help counteract this nega- 
tive atmosphere, he urged Government 
personnel administrators to meet and 
“speak your own merit system convie- 
tion” to government employees. “You 


“Wher they out in machines, we'll get laid off.” 


38 


Tue Orrice—February, 1954 








To combat rumors 
about possible cut- 
backs, layoffs and 
paycuts, the Serv- 
Air Corp. school for 
air cadets at Stal- 
lings Air Base, Kin- 
sten, N.C., erected 
a Rumor Factory. 
Inside were bulletin 
boards headed 
“*Rumors"' and 
“Facts.” The day's 
rumors were posted 
each afternoon; the 
factual answers were 
posted the next 
morning. 


* te 


Reproduction & Training Aid Dept., 


can depend upon it,” said President Eis- 
enhower’s chief adviser and spokesmen 
on Federal personnel matters, “that we 
in the Civil Service Commission will 
not let you down.” 

To help counteract fears, facts were 
substituted for rumors. Mr. Young ob- 
served that government employment up 
to 1955 would not drop to the pre- 
Korean 1950 level of 1,966,000 em- 
ployees. So long as career employees 
served satisfactorily, he said, they were 
assured of their jobs. He further urged 
action be taken against agencies which 
did not help to relocate dismissed career 
workers. He reassured Civil Service 
workers that the Commission intended 
“painlessly” to save payroll funds by 
not filling job vacancies. Such statements 
helped to improve the situation, although 
rumors did not nor did frightened 
employees. 


| a 


Since rumors insidiously seep through 
offices or rush like wildfire, it is advis- 
able to consider what individual workers 
should do in the face of rumors before 
management takes action. As an indi- 
vidual you can: 

1. Obtain the facts. 

2. Be skeptical. 

3. Determine who first told you the 
false facts; who told it to him; why it 
was told in the first place and repeated 
to you in the second place. 

4. Shrug it off. 

5. Seek an authoritative answer. 

These principles were thrust into 
practice at Stallings Field in Kinston, 
N. C., where erroneous comments and 
notions whirled around to the effect that 
the Serv-Air Corp. was closing its 
school for air cadets—that staff firings— 
and pay cuts—were ahead. Among those 

(Continued on page 92) 


“She heard kim talking on the ghene.” 
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How Gertz Department Store 
Gets and Holds Office Workers 


BERNARD LANDIS 


VER 400 men and women perform 

a multitude of office functions at 

Gertz,” states Gilbert Belair, per- 
sonnel director of one of Allied Stores’ 
largest retail units, “but only a handful 
ever leave because they were hired un- 
wisely and placed in the wrong job. 
Careful selection keeps turnover down 
and, consequently, saves us thousands of 
dollars each year in hiring and training 
costs.” 

Mr. Belair attributes low turnover in 
office help to the following, equally-im- 
portant, elements in Gertz’s simple, 
easy-to-follow, personnel plan: careful 
screening, continuous training for ad- 
vancement, and periodic merit rating. 
Each non-complicated step in this pro- 
gram, he believes, ean be followed 
profitably by even the smallest business 
organization. 

As the first step in the hiring pro- 
cedure, the applicant—who comes gen- 
erally in response to a newspaper ad- 
completes an application blank (Fig. 1). 
(Most personnel forms used at this 
Jamaica, N. Y., department store are 
printed on the store’s own photo offset 


Gilbert Belair, Gertz personnel director, 

began with Allied Stores Corp. at Polsky’s 

department store in Akron in 1946 and was 
transfered to Jamaica, N. Y., in 1951. 


or stencil duplicators.) Then a per- 
sonnel assistant, either an intelligent 
office girl with a pleasing personality or 
a recent college graduate seeking per- 
sonnel experience, checks the application 
for aceuracy. If there is a job open that 
suits the applicant’s desires and experi- 
ence, she is asked to take a short arith- 
metic test; if no job exists for this 
type person, the application is graded 
and filed. 

The arithmetic test (Fig. 2), which is 
also an intelligence indicator, weeds out 
nearly 25% of all would-be employees 
and saves Gertz the expense of further 
talking to these people who, in all likeli- 
hood, would have failed in their work. 
Four errors out of 20 answers disquali- 
fies an individual for any position re- 
quiring the use of figures. This includes 
most jobs in accounts payable, accounts 
receivable, unit control and sales audit 
departments. A score of six errors auto- 
matically disqualifies an applicant from 
any office job. Other than this test, the 
only examinations given applicants are 
those concerned with typing, steno, and 
ealeulator skills. A supervisor gives 
Comptometer and caleulator tests; per- 
sonnel give typing and _ stenography 
tests. 

The prospective employee’s next step 
is a talk with one of Gertz’s three 
skilled interviewers. The aim of the 
interview is, of course, to obtain all the 
facts about the applicant’s qualifications. 
This includes her work record, any in- 
dication of chronic illness, financial dif- 
ficulties, ability to work well with others 
—in short, whatever other factors may 
help disclose what makes the person 
tick and how well she is likely to do in 
her job. The interview provides the 
applicant with an opportunity to learn 
about the job and the company. She is 
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DATE yo Awe ~ APPLICATION FOR EMPLOYMENT 


PRINT, PLEASE _ Somme | ALL ENTRIES ON BOTH SIDES. “DRAW A LINE THROUGH SECTIONS THAT DO NOT APPLY TO YOU PRINT. | PLEASE. all 





; FIRST CHOICE : SECOND CHOICE SCHEDULE [y DAYS 0 RS wee 
POSITION | DESIRED  [* DAYS. 20 TO 29 HAS 
DESIRED | CHECK ONE te IN. FRL_PM.. SAT ¢-8 HRS 


LAST NAM Sy i ee ee oe € sige ts ~~“MIDDLE INITIAL SOCTAL SECURITY NUMBER 


ay a 


THAVE LIVED [0 ) Home P}{ONE Newres ( 
HERE SINCE | 


aati £iGH j iG PHYSICAL HANDICAPS OR SERIOUS ILLNESSLS™ 7) DATE OF BIRTH 
COLOR HAIR | | 


DAY 


OR EYES Mi 
" POSITION ~ as RELATIONSHIP | WHO SUCCESTED YOUR APPLICATION? 








OF OFFENSE 7 A] HAV DATE "DEPARTMENT 
I Ti2EN> | WORKED HERE BEFORE? 


X/ LIVING ARRANGEMENTS 1X | NAME OF HUSBAND OR WIFE OCCUPATION lk iF WARNED, YOUR MAIDEN N 

OWN HOM 

RENT ; 
LIVE WITH PARENT |_| NAME OF FATHER (iP DECEASED, NAME OF MOTHER) ~~ ADDRESS OCCUPATION 
ROOMING 

‘BRANCH ma NAMIS OF CHILDREN . YEAR BORN” DEPENDENT? NAMES O (DENTS ~~ RELATIONSHIP 
aR 

RANK OR 


i, ie RESPAVE OR | certify that the eumber of withholding tax exemptions to which | am entited is >| 
SCHOOL ATTENDED (GRADE, HICH SCHOOL OR COLLEGE) ~, . DATE ENDED= HIG SHEST GRADE GRADUATE? ; LCANCUAGES SPOKEN 
NAME LOCATION ° IMPLETED 


B 
FLUENTLY 





OT'ER SCHOOLS ATTENDED (BUSINESS, INDUSTRIAL, ETC.), OR ANY SPECIAL TRAINING RECEIVED, INCLUDING MILITARY 


FOR. 311-1-12-81-6800 





Fig. 1. Employment application used by Gertz. 





an, ee WORK EXPERIENCE or SPECIAL TRAINING Or tacit trem THAT APriits To YOU 


ADVExTISING |_| COMPTOMETER™ |) FURNITURE WORKROOM | | [RESTAURANT — ¢ [_ [SWITCHBOARD OPK. | jif OTHER, SPECIFY 


BILLING — | CREDIT? OFFICE TADIES” ALTERATION 3 ji 
CAST _Z | jDISPLAY ~~~ ~~*| +|MAINTLNANCE F LAPHIC | | WAREHOUSE 


CLiRiC | | ELEVATOR OPERATOR [MEN'S ALTERATION — 








PLEASE ENTER LAST EMPLOYER ON FIRST LINE, THEN PREVIOUS EMPLOYERS IN ORDER. INCLUDE ALL EMPLOYMENT DURING PAST YEARS 
NAME OP EMPLOYER . ADDRESS POSITION FROM TO SALARY REASON FOR LEAVING 


PEOPLE WHO HAVE 

N YOU FOR wre THAN 

YEAR AND WHO ARE 

PORMER EMPLOYERS OR 

IVES 

CERTIFY THAT TO THE BEST OF MY KNOWLEDGE AND BELIEF, THE ANSWERS MADE HERFIN ARE TRUE. I AM WILLING TO SUBMIT TO A 

4 FXAMINATION AT THE REQUEST OF THE STORE MANACEMENT, AND IF ONE [8 GIVEN, | AGREE THAT MY CONTINUED EMPLOYMENT MAY 
I INT ENT ON THE RESULTS. IT IS AGREED THAT MY EMPLOYMENT IS WITHOUT TIME LIMIT AND MAY BPE TERMINATED BY THE COMPANY OR 
MYSELF AT THE DISCRETION OP EITHER PARTY. | AGREE TO COOPERATE WITH THE COMPANY IN OPSERVING ANY LABOR LAWS FOR MY BENEFIT TO 
WHICH THE COMPANY ORI AM SUBJECT. I AGREE TO BE BONDID AT COMPANY EXPENSE 
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Score 








On the FRONT and BACK of this sheet you will find some practical problems in 


arithmetic. 
problems. 


make unnecessary errors. 


NOTE; PLEASE DISREGARD SALES TAX ON ALL PROBLEMS 
$0.57 
oie 


DD: (1) 


$0.49 (2) 
es. . 


BTRACT: (5) $1.55 (6) 


—1 


MULTIPLY: (8) 


x 6 ties 


DIVIDE: (11) 12) 39.06 


(13) 


You will be allowed exactl 
Work as rapidly as you can, 


$21.00 
~,28 -2,15 


$0.75 per tie (9) $2.94 per yd 
RF 


15 minutes in which to do these 
t do not work so fast that you will 


(3) $3.98 (4) 
2,98 
1.99 


(7) $9,00 
71.99 


(10) $0.76 per dos, 
x2 3/k 


yds. doz. 


(12) 6 J $1.00 


sn engloree selects 1 pairof pants at $17.50 and 5 shirts at $2,50 each. 
t 


the total cost if the employee is allowed a 20% discount? 


(14) 
6 cups @ $.35 each 


Answer 





A customer selects the following items: 





4 plates @ $.65 each 
6 plates @ $.75 each 
3 cups @ $.45 each 





What is the total cost of these items? 


Answer 








A quick arithmetic test weeds out applicants for office and sales jobs. 


given a folder which deseribes working 
conditions and management policies at 
Gertz and is encouraged to ask any 
question at all about the company. 

If the interviewer is satisfied, the ap- 
plicant is introduced to her future de- 
partment manager. ‘Not only does this 
meeting enable boss and employee a 
chance to get acquainted,’ Mr. Belair 
notes, “but it provides us with a third 
person’s impression of the individual. 
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Consequently, when we hire someone 
chances are that we have made a sound 
investment.” 

All office jobs at Gertz are divided 
into six formal categories. Grade 1, the 
lowest, includes such duties as mailroom 
clerical. Grade 3 includes jobs like audit 
commission elerk; Grade 6, the highest 
rating, is given to such skilled positions 
as senior statistical clerk. Gertz has a 
strong policy of filling any openings in 
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If a $20.00 bill is presented in payment of the abowe purchase, how much 
change is due the customer? 


(15) 





A pair of earring marked at $3.95 is subject to 20% Federal Tax, 
What is the total cost to the a stomer? 





The following items are purchased: 


6 pair hose @ $,79 pair 
4 handkerchiefs @ $9.00 dozen 
3 ties @ $1.50 each 


What is the total cost of these items? 








Answer 





A set of dishes marked at $35.00 is to be sold to an employee at the 
standard 10% employee discount. How much will the set cost? 


Answer 





Stockings are priced at 3 pair for $2.40, How much will 4 pair cost? 


Answer 





A customer selects the following items: 


2 towels @ $1,79 each 
4 face cloths @ $,29 each 
6 face cloths @ $.17 each 





2 towels @ $1.64 each 





What is the total cost? 


Answer 








Six wrong answers disqualifies an applicant for any office job at Gertz. 


the higher echelons with employees oc- 
cupying lower grade positions. 

This policy, has several extremely 
beneficial results. First, it provides the 
incentive for present employees to train 
for higher skilled functions, such train- 
ing being readily available at Gertz. 
Second, by furnishing opportunities for 
advancement, the store attracts em- 
ployees and gives them good reason for 
working hard and staying on the job. 
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Third, this policy simplifies immensely 
the hiring procedure. Gertz does not 
have to go looking for large numbers of 
highly trained office personnel. The 
store, for the most part, hires unskilled 
office help for Grade 1 and 2 functions 
and then trains them for bookkeeping, 
office machine and other more skilled 
jobs. 

There is a specified wage range for 
each job category. Unskilled office help, 
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++ ti/™/Zp, 
Trained interviewer at Gertz puts an applicant 
for an accounting position at ease. Applicant 
receives adequate time to tell his full side 
of the story. 


for example, start at $38 a week, the 
minimum rate for Grade 1. By the end 
of a three-month probation period the 
employee is given a merit rating and is 
either put on probation or awarded a 
pay increase of $2 a week. There is a 
second rating and another $2 increase 
at the completion of six months of satis- 
factory service and another $2 raise on 
completion of one year’s service. Sub- 
sequently, all employees are rated yearly. 

The merit rating system,.which pro- 
vides the criteria for advancement, is the 
heart of Gertz’s personnel program. De- 
partment supervisors initiate all ratings 
at the required intervals. They indicate, 
on a mimeographed form, their evalua- 
tion of each employee on the following 
factors: knowledge of job, customer 
service, appearance, accuracy, attend- 
ance, cooperation and job performance. 

Next, the ratings are reviewed by the 
personnel department. Increases or 


promotions are given those employees 
who merit them. In all cases, department 
managers discuss the workers’ strong 
and weak points. “This frank procedure 
has the advantage of telling an employee 
just where he or she stands,” states Mr. 
Belair, “and tells her what shortcomings 
should be improved upon for future 
success.” 

If a department head is dissatisfied 
with an employee, he may recommend 
dismissal. But no can be let go 
without a constructive interview and a 
probationary period. Newer employees 
are called to the personnel office, and 
transferred to a more suitable position 
if advisable, or released. Employees with 
over six months service receive a warn- 
ing interview and a second probationary 
period before other appropriate action 
is taken. 

This policy gives employees a 
of job security not too often found else- 
where. 

With the cost of turnover estimated 
by some experts at over $250 per em- 
ployee, Gertz does whatever is possible 
to keep people on the job. Discounts 
from store prices, vacations with pay, 
sick benefits, low cost meals, group life 
insurance, social events, baseball and 
bowling leagues, credit union bank, and 
parking facilities are all made available 
to Gertz “associates” as employees are 
valled. “But none of these trimmings 
serves any function,” declares Mr. 
Belair, “if the employee is improperly 
hired to begin with or frustrated in her 
normal desires to improve herself.” 


one 


sense 





How Many Invoice Copies? 


READER writes: “It seems to me that firms requiring more than two copies 
of an invoice should make whatever extra copies they need by their own repro- 
duction processes. When a company sets up a system and then asks its suppliers 
to furnish anywhere from three to six or more copies of invoices, that firm is asking 
other people to do its work. Why shouldn’t there be a universal practice of sub- 


mitting invoices in two copies 
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no more and no less?” 
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Cycle Billing Machines Simplify 
Handling of Accounts Receivable 


ATIONAL Industrial Laundries 

rents uniforms, overalls, wiping 

towels, ete., to industrial concerns 
throughout the country on a regular 
weekly laundry service basis. All ac- 
counts receivable postings for their 17 
subsidiary companies are done at the 
main office in Elizabeth, N. J., which is 
(or was) no mean. task. There are 
more than 40,000 accounts and an aver- 
age of over 1,000 postings a day per ma- 
chine. To do this work without ma- 
chines would be prohibitively expensive. 
Even with far less volume, the book- 
keeping department was always more or 
less swamped when the job was done 
by hand. 

The answer 


was worked out in ¢o- 


operation with National Cash Register 
Co. Seven of their Class 32 Cyele Bill- 
ing Machines and two Class 3ls are now 
used on a modified type of eyele billing 
that has worked out very well. Here is 
how the plan functions. 

Instead of making a daily accounts 
receivable posting of charge slips, all 
slips are filed for a period of one week 
and then posted all at one time. This 
saves a lot of time because it avoids con- 
stant rehandhng of the statements and 
ledger cards, picking up the old balance 
each time, and so on. For example, in 
the illustration of forms shown here, 
there are actually nine entries for a 
period of five days. If these had been 
posted daily, the statement and ledger 


These seven National Class 32 Cycle Billing Machines make over 1,000 postings a day and 
handle more than 40,000 accounts at National Industrial Laundries main office in Elizabeth, N.J. 
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Each account is posted weekly. The 
nine entries for five days, shown on 
these forms, were done at one time 
instead of handling the forms daily. 


GULF OVERALL SERVICE 
670 DEKALB AVE. N Ef 
ATLANTA, GA 
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card would have been handled five times 
and the old balance would have been 
picked up and proved five times. With 
the modified cycle billing plan, the forms 
are handled only once and the balances 
proved only once. 

If it is necessary for any reason to 
know immediately the total of all trans- 
actions right up to the present date, it 
is a simple matter to refer to the file of 
charge slips for the particular customer 
about whom such data is required. How- 
ever, information of this sort is rarely 
needed. 

Notice that statements are broken 
down into columns for Wipers, Miscel- 
laneous, Rentals and Credits; this is 
very easily accomplished on the ma- 
ehines. The company also has to be 
able to get not only a total balance on 
each account, but separate balances on 
both wipers and rentals as well. All 
three of these balances may be automati- 
cally printed by machine on the ledger 
eard (though they are using only the 
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total balanee and the rentals balance 
at the moment). 

All entries appear in original print. 
The postings are made on the statement 
and the entire ledger card is then printed 
automatically by the machine. Ledger 
cards are always neat and there is a 
saving on the heavy expense of carbon 
forms too. The eompany is enthusiastic, 
not just over the idea of using a modi- 
fied cyele billing system, but also about 
the equipment in use. The machines 
accomplish most of the work automati- 
cally and no trouble has been experi- 
enced in training people to operate the 
equipment. 

Volume has increased substantially 
since the installation of this new mecha- 
nized plan, yet there has been no in- 
crease in personnel nor do they have 
overtime. While it is hard to say how 
much has been saved in actual dollars 
and ¢ents, there is no question that the 
machines will pay for themselves several 
times during the next few vears. 


Tue Orrice—February, 1954 








Here’s how INVINCIBLE 


BUSINESS ENGINEERING 


cuts your FALING COSTS 


Cut costs per filing inch 
Drawers open to full length 
— hold more — make filing 
easier. Compressor takes up 
minimum drawer space, pulls 
up tight, locks and releases at 
a finger touch. 


Cuts filing clerk fatigue 
Free floating drawer suspen- 
sion, exclusive ball-bearing 
guide rollers and other fea- 
tures take the hard work out 
of filing, step up efficiency. 





Cuts replacement costs 


Rigid welded construction, 
frictionless drawers minimize 
effects of hard day-to-day use. 
Cabinets built better... to last 
longer. 
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Choose 2, 3, 4 or 5 ii 
cabinets for all sizes of letters, 
documents and cards. METAL FURNITURE COMPANY ® Manitowoc, Wisconsin 
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American Airlines’ System of 
Office Work Measurement 


TONY PISCATELLA 


Systems and Methods Man, American Airlines, New York 


FFICE WORK MEASUREMENT 

is a comparatively new field in the 

attempt to measure, control and 
regulate the cost of all industry fune- 
tions. It is an extension to the clerical 
function, of time and motion study, 
methods analysis and production econ- 
trol efforts, commonly found in produc- 
tion. Since work measurement is “new” 
in the office, management will be re- 
luctant to accept it imasmuch as it is a 
program that will continue in some 
form as long as clerical functions are 
performed. 

When management does make the de- 
cision to engage in office work measure- 
ment, it will be because they are satis- 
fied that such measurement is needed 


for management improvement in general, 


performance budgeting, program plan- 
ning, work scheduling, manpower pro- 
gramming, employee motivation, and for 
accounting and cost control. Further, 
when this decision is made, it is the sys- 
tems man’s job to come up with a pro- 
gram that will satisfy all these needs. 

In developing office work measure- 
ment programs, it has been found that 
the industrial engineering techniques 
used in production must be modified to 
fit the different type of problem found 
in the office. No rigid plan or program 
“an be devised which will fit the re- 
quirements of all companies, or even 
different departments within a com- 
pany. Thus, it is necessary to plan and 
implement a hand-fitted program to its 
own requirements in each department. 

There are many types of work 
measurement programs for the office. 
No two will tackle the problem in the 
same manner, yet all will aim for the 
same end result: the establishment of 
work standards for clerical functions. 
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The following outlined program is one 
method of obtaining the end result and, 
like all work measurement programs, it 
must be modified and fitted to the re- 
quirements in each department. To in- 
sure success, it is felt here that the line 
supervisor must be the man “behind the 
gun.” He knows his people better; he 
knows his operation better; in a general 
way, he knows where the “trouble areas” 
are. It is the line supervisor who will 
derive the most benefit from such a pro- 
gram which, when properly applied, 
provides him with the following ad- 
vantages : 

1. It accurately determines the cleri- 
cal personnel requirements for the com- 
pletion of known workloads. 

2. It provides a means for equal dis- 
tribution of work among employees. 

3. It makes possible more orderly 
work methods. 

4. It lets the employee know what is 
expected of him. 

5. It substitutes positive information 
for guess and assumptions as to volume 
of work actually being done; which em- 
ployees are doing more or a better job; 
what capability the department has for 
an increased volume of work; better 
estimates of overtime requirements. 

6. It makes the line supervisor’s job 
easier. 

Work measurement also brings with 
it certain disadvantages, such as: 

1. Supervisors must be trained in its 
use. 

2. It inereases paperwork. (This has 
been found to be only a temporary con- 
dition.) 

3. It may cause some resentment 
among employees if the following policy 
is not practiced: 

a. Informing the employees as to why 
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YOUR PROSPECTS’ 
BURDEN 
OF PREPARING 


TAX RETURNS 


WITH A 


This is the season when Burroughs 
Dealers will find that many businesses 
snowed under with income tax figuring 
are good prospects for a Burroughs 
adding machine. No wonder—be- 
cause Burroughs adding machines 
are so easy to operate and give 
mechanized speed and accuracy to 
a tedious job. They eliminate hours 
of checking and rechecking long 
columns of paper-and-pencil com- 
putations. For fast exact figuring a 
Burroughs is the right answer. 


Prospects will be glad you called to 
demonstrate a Burroughs. They will 
quickly see the value of having one 
while preparing income tax forms, 
and for the rest of the year, too. You 
will find that your calls have made 
new customers and friends, as well as 
profit, for you. Burroughs Corpora- 
tion, Detroit 32, Michigan. 





BURROUGHS HELPS YOU SELL 
: BURROUGHS! 


Each Burroughs dealer is supplied periodically 
with complete promotional packages including 
local newspaper mats to tie in with the national 
Burroughs advertising campaigns; direct mail 
material; special displays and many other timely 
sales-building aids. 





work measurement is needed. 

b. Using attrition and transfer as a 
means of reducing any overages found. 

ce. Using work measurement as a tool 
to help employees to reach goals set 
rather than a means to berate them for 
not doing a fair day’s work. 

d. Informing employees that work 
measurement provides a fair, unbiased 
method of rating their value to the com- 
pany and provides a means for assur- 
ing that they are not required to carry 
unequal workload. 

Note: At no time should employees 
be given the impression that work 
measurement is a means by which head- 
count is reduced. In many cases the re- 
sults of work measurement will bring 
about an increase in headeount to main- 
tain the established standards of work. 

To initiate the program, conduct a 
meeting with all supervisors and ex- 
plain the basic principles of work 
measurement. Distribute literature which 
will help clarify any questions that may 
arise. It is wise to remember that each 
supervisor has problems peculiar to his 
own department. He will ask specific 
questions and will be satisfied only when 
the answers given him are direct and 
pertinent to his problems. Anticipate 
such questions and be prepared when 
they are asked. The success of the pro- 
gram may depend upon the manner in 
which this meeting is conducted. 

After the general meeting of all su- 
pervisors, select a department in which 
to make the installation and train the 
supervisor of that department. In train- 
ing the supervisor, be sure to cover all 
phases of work measurement as it will 
affect his department. Generally, this 
should cover: selecting the work unit to 
be measured, reporting procedure, ana- 
lyzing results and development of per- 
formance rates. 

Since the program is intended for the 
department level (such as payroll, ac- 
counts payable, etc.), each department 
must be broken down into its component 
sub-departments or groups of employees 
that operate independently. If groups 


of employees operate independently, 
each group’s work must be measured 
independently. Basically, the problem 
is one of determining clerical units of 
work within each department group and 
measuring the length of time needed to 
accomplish them. 

Work measurement suggests that it is 
necessary to select units to measure both 
work output and employee time ex- 
pended, for every type of work per- 
formed. However, it is impractical to 
measure output in some types of work 
because factors other than volume of 
work done, or to be done, may govern 
the number of employees required. In 
addition, a time factor must be con- 
sidered for employee breaks and work 
interruptions. For purposes of this pro- 
gram, employee time expended is _ re- 
eorded in three classifications: work 
units, other, and miscellaneous. These 


are defined and determined as follows: 

WORK UNITS (measurable) are in- 
dividual activities, measured as such, and 
should be repetitive, high volume items. 
Selected work units should relate to per- 


formance and completion of a specific 
action so that output can be counted. 
Work units usually can be identified 
readily for operations related to process- 
ing (production type operations such as 
invoices, timecards, ete.) which absorb 
the greater amount of manpower in a 
department group. Some _ countable 
completed document, report, or other 
paper frequently will reflect the work 
that has gone into performing the office 
operation that is considered a work unit. 

OTHER (unmeasurable) are activi- 
ties on which emplovee time is expended 
and which bear no direet relationship to 
work unit activities. They are termed 
unmeasurable in that they are not 
measured individually. However, time 
expended on these activities is to be re- 
corded in total. 

MISCELLANEOUS (unmeasurable) 
is employee time expended on other than 
“work unit” and “other” activities. This 
category is to be considered as lost time 
and ineludes such items as smoking and 
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... It’s the chair with thes, 
Fiber Glass Base 7 


You can kick the fiber glass base of this 

Sturgis chair but you can’t hurt it. You can 

bang it and scuff it but you can’t dent 

it or disfigure it. It’s a solid one-piece unit 

that has no “finish” to be refinished, never 

needs any maintenance except a wipe with a Engineered for Long Life and Minimum Maintenance 

cloth and clear polish. Gray, walnut, green Nylon Thrust Bearing: Cakes a lifetime of swiveling. 
or black on 8 executive and stenographic Ball Burnished Spin@e Bearing: perfect fit for long life 


? Superior Casters: Oversize ball bearings, extra wide rubber wheels. 
models. Send coupon for illustrated folder. STURLON® Fisish: 10 to 20 times as abrasion-resistant 


as other finishes. 


THE STURGIS POSTURE CHAIR COMPANY 


{ 
eg General Sales Offices, 154 East Erie $¢., Chicago 11, Illinois 


4 

If We'd like a copy of your illustrated folder on 
chairs with fiber glass bases. 
Nome 


Firm Name 


POSTURE CHAIRS 


Manufactured ir rleston, South Corc 
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THE STURC POST Cc OMPANY. STURGIS. MICHIGAN 
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CO-191 


DAILY ACTIVITY RECORD 
Accounts Payable Department 


Payment Group DATE: 


ACTIVITY PRODUCTION 
Pieces and Minutes 


FIG. |. 
coffee time, or other forms of work in- units of output. Unless steps are taken 
terruption if such interruption is not — to distinguish between unmeasurable and 
in connection with a “work unit” or measurable work, and to account for the 
“other” activity. time of all employees in the group seg- 
Measurable work, in contrast to un- ments covered by the work measurement 
measurable work, can be counted in — system, the results obtained may not be 
C0-100 


ACTIVITY RECORD RECAP 
Accounts Payable Department 


DATE: From To 


ACTIVITY MONDAY | TUESDAY THURSDAY | FRIDAY TOTAL 
e Time] Pes Time; Pcs Pee Time|Pces Time]! Poe Time 


OTHER 
MISCELLANEOUS 


MANHOURS AVAILABLE 
MANHOURS USED 
PER CENT (%) UTILIZATI 
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WHY DO WEBSTER DUPLICATING 
SUPPLIES ACTUALLY COST LESS? 


Because they last longer 
give better service 


duplicating dollars 
These high qual- 


and 


You always get more for your 


when you buy Webster supplies. 
ity products assure you 
after day after day! 


of depend 


able service day 





A mnetil 


EXTRA WEAR MEANS EXTRA VALUE IN EVERY WEBSTER PRODUCT 


Webster’s New DURAMETRIC 
Carbon Papers —Crispness, dura- 
bility, plus scientific non-curling 
treatment built right into each sheet 
for more satisfaction and service. 
Newest and finest carbon — with 
Webster’s exclusive Micrometric 
scale edge. 


Webster’s MultiKopy MICRO- 
METRIC Carbon Papers — For 
years the best, and still out in front. 
The quality carbon made famous by 
the Micrometric scale edge that meas- 
ures typing space on the page — pre- 
vents errors. 


Webster’s MultiKopy PENCIL 
Carbon Papers — 100 impressions, 
legible and lasting, from every sheet 
of this carbon. 


Webster’s STAR Tabulating Rib- 
bons — Highest quality silk or cot- 
ton, correctly inked for each machine 
requirement. Longer wear guaran- 
teed! 


Webster’s MultiKopy Typewriter 
Ribbons — Need changing only half 
as often as standard ribbons. Made in 
extra lengths with special ink form- 
ulas for every typewriter. 


All these and many more available from... 


F.S. WEBSTER COMPANY 


8 AMHERST STREET, 


CAMBRIDGE, MASS. 


Webster warehouses in key cities from coast to coast: 
New York, Philadelphia, Pittsburgh, Chicago, San Francisco, Cambridge 
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valid. More important, the results will 
not provide a complete picture of em- 
ployee utilization in the group seg- 
ments covered. 

After work units are selected and ex- 
pended employee time is classified, a 
method of reporting productivity and 
expended hours must be practiced and 
adhered to strictly. Since the method of 
reporting will be a continuing procedure, 
simplicity is stressed in the manner in 
which this is accomplished. Briefly, the 
reporting procedure entails the follow- 
ing: 

DAILY ACTIVITY RECORD (Fig. 
1). One completed by each employee 
each day. This form may remain the 
same for each department group except 
that the group name and activity classi- 
fications be preprinted thereon. Daily 
Activity Records are to be completed by 
employees as follows: 

1. Each work unit processed and the 
employee’s time expended in processing 
the unit, should be entered under Pro- 
duction. Space has been provided on 
the form for multiple entries in the event 
work units are processed at different in- 
tervals during the day. 

2. The same entries are to be made 
for time expended on Other and Miscel- 
laneous. 

3 At the end of each day, items 
under Production should be added 
(pieces and minutes) and totals entered 
in the spaces provided. 

DEFINITIONS 

Work Unit Time: All time expended 
on the processing of a work unit is to be 
recorded against that unit, even though 
other units may be examined in the 
process. Work unit pieces should be 
counted only when they are completed. 
For example, if work is performed on a 
unit on one day, and the unit completed 
on the following day, the first day’s post- 
ing should show “time” only. The fol- 
lowing day’s posting should show the 
“piece” plus any additional time ex- 
pended. 

Other Time: All time expended on 
productive work other than Work Units. 


There need be no pieces recorded in this 
category. 

Miscellaneous: There are no pieces 
involved in Miscellaneous, since this 
category reflects lost or interrupted 
time. Lateness up to and including 14 
minutes should be shown as well as 
other lost or interrupted time. Lateness 
of 15 minutes or more is to be con- 
sidered as time not available for work. 

Note: Department group heads (lead 
clerks, accountants, chiefs, ete.) in most 
eases, perform some of the duties as- 
signed to their respective groups in ad- 
dition to supervision. Such time and 
productivity must be reported on a Daily 
Activity Record, completed by the group 
head. 

ACTIVITY RECORD RECAP (Fig. 
2). One completed each week by the 
group head, recapping productivity and 
expended time for the group. Aetivity 
Record Reeaps are to be completed as 
follows: 

1. Manhours Available. Arrive at this 
figure on a daily basis by multiplying 
the number of employees present in the 
group each day, by the hours in the 
workday, e.g., 10 employees x 8 hrs. 
== 80 Manhours Available. However, the 
daily total Manhours Available must be 
adjusted as follows: 

a. Exclude lateness on the part of in- 
dividual employees that is in excess of 
15 minutes. 

b. Exelude partial absences of em- 
ployees as the result of sickness, granted 
time off, ete. 

c. Include a predetermined number of 
hours that the group head is available 
for group duties other than supervision. 

2. Activities. Post “pes” and “time” 
in total, compiled from the Daily Ac- 
tivity Reeords. 

3. Manhours Used. Enter the daily to- 
tal manhours expended by the group 
(columnar total). 

4. Total. At the end of each work week 
enter the following totals on the Recap. 
a. Manhours Available. 

b. Pieces produced and time ex- 


(Continued on page 89) 
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Trade Mark Reg. 


ANIFOLD CARBON PAPER SETS 





and does 25% 


more typing! 


YOUR typists can produce more—-by 
saving costly time wasted in handling 
loose carbons and second sheets. Get 
LETTEREX—a ‘‘set'’ is one carbon lightly 
gummed to one second sheet. The typist 
simply takes as many sets as she needs 
copies—types letter, form or memo. 
Job done—SNAP, she tosses away the 
carbons her hands have never touched! 


Government departments and prominent 
companies using LETTEREX have gained 
25% extra production. EVEN MORE is 
easily possible. And it's clean, easy to 
use; girls love it. Better try LETTEREX! 


mak This compo NOW! 





The Letterex Corporation 


1640 Connecticut Ave., 
Washington 9, D. C. 


{ ) Send free samples and prices. 
( ) Have distributor call. 
( ) Send details on distributor franchise. 


Name 


Firm 


Address 


Business , 





Make a better impression using WAU- 
SAU fine Impression Papers. The com- 
plete line is specifically designed to get 
the best impressions, whether you use 
offset, stencil duplicating, spirit or 
gelatin process. 


WAUSAU BOND, WAUSAU MIMEO, 
WAUSAU DUPLICATOR and WAUSAU 
LEDGER are genuinely watermarked 
papers. EXACT BOND, EXACT MIM- 
EO, EXACT DUPLICATOR, EXACT 
LEDGER and WAUSAU OPAQUE 
OFFSET are not watermarked but are 
made to get excellent quality impres- 
sions. 





Ask your dealer for samples of WAU- 
SAU IMPRESSION PAPERS best 
suited to your machines. Then test 
them. You'll see for yourself that you 
get and make the best impressions us- 


ing WAUSAU IMPRESSION PAPERS. 


® The complete line is available nationally 


through authorized distributors and stationers. 





WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
Artisans of 111 W. Washington Street, Chicago 2, Illinois 
Mills at BROKAW, WISCONSIN 
Member—Wisconsin Paper Group 


Fine Papers 
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NDENTATION of resilient flooring, 

scratching and marking of hardwood 

floors, and the matting of carpet fab- 
ries by the legs of furniture and equip- 
ment can be solved by the use of furni- 
ture rests. Rests are made for almost 
all types and sizes of furniture and are 
generally designed to be unobtrusive. By 
distributing the weight of furniture over 
a wider area and allowing more of the 
floor to support it, pressure points are 
relieved. Rests also provide a smooth 
sliding surface so that the floor finish 
is not scratched or marred by furniture 
movement. 


When to Use 
Furniture 


Resilient floors, such as asphalt tile, 
linoleum, rubber tile, cork tile, and plas- 
tic materials are softer and quieter un- 
derfoot but concentrated weight which 
remains in one spot over a period of 
time may result in depressed spots. The 
same weight mars carpets, too. Re- 
silient floors will stand loads up to a 
certain point without showing ill ef- 
fects, the same as non-resilient floors. 
For example, linoleum can withstand a 


> 


SPEED UP 
HANDLING... 


If you are using old fashioned addressing methods, or employing an ex- 
pensive mailing service, then you need a Master Addresser. You can cut 
costs—address up to 1500 pieces per hour for as low as |/70th of one cent 
each! 


Popular Model 40 
Only $52.17 including 


Addressing is done by transferring hecto carbon impressions from paper 
address tape to the mailing piece with spirit solution, It's fast, it's clean, 
it's easy to use, and so low in cost. Three models available priced from 
$30.97 including supplies for 500-name list. 


Write today for information or see your office supply dealer. 


MASTER ADDRESSER COMPANY £3002, West, Lote. strest 


Minneapolis 16, Minnesota 


supplies for 500-name list. 
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Now you can do 


@ PLASTIC BINDING 


RIGHT IN YOUR OWN OFFICE 


this modern low-cost way 


Add prestige ...color ... utility... 

attention - compelling appearance 

to reports, catalogs, all printed 

and uplicated material. Save 

money, too. Anyone can operate. 
FREE... PLASTIC BOUND 
PORTFOLIO-PRESENTATION 

Get your personalized edition today 

++. a unique and beautiful sample of 

modern plastic binding packed with 

illustrated facts and ideas. Gives 

complete applica- 

tion story and cost 

advantages in or- 

ganizations of all 

types and sizes. 

Here's a wealth of 

important informa- 

tion absolutely FREE. 


GENERAL BINDING CORPORATION 
Dept. 0-2, 812 W. Belmont Ave. 
Chicago 14, Illinois 























COTTERMAN TUBULAR 


WELDED 


STEEL 


SAFETY LADDERS 
For Filing Rooms, 
Stock —,* Vaults. 


Strong—Easy to 
Easy to Climb. 
Mounted on Swivel 


Move, 


Brake 


Casters which allow the lad- 
der to be rolled freely when 


no one is on it. 


When you 


step on the ladder the rub- 


Made *in 7 heights—3 widths. 


Send 
1. D. COTTERMAN, 


4535 N. Ravenswood 
Chicago 40, ti. 


for eer 53-0 and 


Mfr. 


Ave. 








limit of 40 Ibs. per square inch without 
denting; asphalt tile, 25 lbs.; cork tile, 
40 lbs.; rubber tile, 200 Ibs. When the 
weight demands are greater than the 
safe limit, furniture rests or cups are 
needed. 

Rests and cups come in various sizes 
and shapes: nail type, cotter pin type. 
rests for metal tubular furniture, all 
with ball and socket construction, and 
cup types—both round and square. The 
furniture leg largely determines the type 
to be used. Where the leg is solid wood, 
either the nail type or cotter pin type 
ean be inserted after a hole is bored in 
the The ball and socket feature 
allows tilting the furniture without hav- 
ing the rest leave the flatness of the 
floor. The larger square and round eups 
are for use on furniture with legs of 
wide diameter. For furniture with round, 
holiow, metal legs, there is a rest that 
is inserted into the hollow leg with a 
serrated, parachute-type washer which 
expands to hold the rest. 

The recommended size of the rest or 
cup is determined by the weight of the 
particular furniture. The chart is com- 
piled on the basis of the weight received 
by one leg. For example, on an 800-lb. 
machine the floor surface under each 
leg would receive 200 Ibs. of possible in- 
dentation weight. The rest used would 
be the one shown for 200-lb. weights. 
In the case of linoleum, a rest 2-7/64” 
wide would be needed for each leg. One 
2” wide would be required for asphalt 
tile. The same rests will protect wood 
floors and, on concrete floors, rests pre- 
vent legs from cracking and chipping. 


leg. 





Weight Linoleum 


per Leg 

Fully Loaded 
Up to 50 Ibs. 

50-100 Ibs. 
100-150 Ibs. 
150-200 Ibs. 
200-250 Ibs. 
250-300 Ibs. 


Asphalt 
Plastic Tile 
1-3/16” 1-5/8” 
1-5/8” 2-17/32” 
1-5/8” 1-3/4” 
2-7/64"” 2” 
2-7/64"” 2” 
2-17/32” 2” 


Rubber 
Tile 
1-3/16” 
1-3/16” 
1-3/16” 
1-3/16” 
1-5/8” 
1-5/8” 


Cork 

Tile 
1-5/8” 
2-7/64” 
2-17/32” 
2-17/32” 
2-17/32” 
2-17/32” 





Courtesy Armstrong Cork Co 


Sizes of furniture rests required. 
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Write to one of these manufacturers for SAMPLES 
of HERMETITE PROCESSED CARBON PAPER: 





Here’s what you'll receive: 


The finest quality carbon paper, in your choice of color, with 
the tensile strength to produce a greater number of clear 
copies. It will last longer on all machines and will prove 
especially economical on electric typewriters. Its non-slip 
surface locks forms and copy sheets for perfect registration 
without using gadgets. Its fabric-like texture and resistance 


to curling will save your typists many hours in handling and 
makeready. UHermetite Processed Tissue has all these finer 
qualities and manufacturers coat it with their finest ink 
formulas to give you the best carbon paper you can buy! 
Yet, you'll find its cost to be a saving over ordinary carbons. 
Write today for your samples. 





HERMETITE CORP. 245 Paterson Plank Road, Caristadt, WN. J. 








Winners in ’52 and ’53 and 
still leading the field in ’54 


BOOKCASES and STORAGE UNITS 


with Sliding Shelves . . . adjustable without bolting 


\ 
, 
. 
. 
. 
» 
’ 
‘ 
. 
. 
. 
* 
i* 
i® 
* 


We are not going to give you a lot of sales talk about the goodness of 
these units. You must see them. Your eyes and your good sense of values 


» 2 Ae will tell you at a glance why they are winners. But as to a few facts, we 
| ~/ 4 want you to know these units come with open or closed backs—single or 
AS double-face — are available in three heights (42, 78’ and 84’) — two 
be 4 depths (12” and 18’) —all units are 38” wide outside. Backs or end 
panels may be omitted as desired. Won't you make it a point to see them? 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK amp KALAMAZOO, MICHIGAN 
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Alimony 
Records on 
An Accounting 
Machine 


ISBURSING an annual volume of 
around $114 million dollars in ali- 
mony payments, writing about 5,000 
checks each month for divorcees residing 
all over the world and handling collec- 
tions of that money is the job of the 
Alimony Collection Department in the 
Friend of the Court office, Oakland 
County, Mich. Alimony payments are 
handled by a simple system which cen- 
ters on the operation of a Burroughs 
Sensimatic Accounting Machine. The 
alimony check, alimony ledger and jour- 
nal, or check register, are prepared 
simultaneously, with practically all of 
the postings being printed automati- 
eally. 
Edward R. Smith Jr., 
countant, Oakland County 


chief ac- 
Board of 


Edward R. Smith Jr. examines an alimony 

check prepared on a Sensimatic Accounting 

Machine in the Friend of the Court office, 
Oakland Co., Mich. 
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WHY AMERICAN REGISTER 
FORMS ARE YOUR BEST BUY! 


WIDE VARIETY. 


There are American Register Forms for every 
step in industry—from purchasing and re- 
ceiving, through manufacturing, shipping, 
billing and paying—all designed to speed 
production. 


SPEEDY SERVICE 
Modern equipment and trained personnel 
with years of know-how provide unexcelled 
service—orders are filled faster—as promised 
—on schedule. 





CONTROLLED ACCURACY 


Whether you use counter registers, tabulators 
or billing machines, there are American 
Register Continuous Forms to fit your needs 
~—perfectly printed, accurately punched and 
numerically controlled. 


--~"MAIL THIS COUPON TODAY --~- 


AMERICAN REGISTER CO. 
BOSTON 27, MASS. 


PLEASE SEND FURTHER DETAILS 
SHIP TO 
ADDRESS 
CITY & STATE 


= ee ee ee ee ee ee 


81 





2. 





However, a Royal salesman 
got hold of Mr. Glump one 
fine Monday morning and 
showed him a few things. 
Showed him how he could 
spend that 1 cent a day and 
get a return in boosted mo- 
rale worth many times the 
amount. 


Mr. Glump pinched the com- 
pany’s pennies so hard that 
the office staff could almost 
hear Lincoln yelling, “Uncle!” 
His pet stunt was to hang on 
to his old typewriters for 10 
years, thereby saving one 
cent a day. 


Showed him, too, what won- 
derfully clean work new 
Royal Standards turn out. 
How they help typists do 
more work ... faster... and 
better ... how Mr. Glump 
would have, fewer service 
calls. Told Mr. Glump he 
needed only to trade in his 
old machines at 5 years. 


The situation and characters portrayed in 
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So, quivering inwardly, Mr. 
Glump signed up. In about a 
month he got a call from the 
boss, Mr. Very, Very Big. 
“Glump,” said Big, “our let- 
ters are looking much better. 
Shows we take a pride in our 
business. Giving you a raise!” 


Exit Mr. Glump, walking on 
air. In fact, he walked on air 
all the way home, forget- 
ting to take the train, and 
when he got there he yelled, 
“Mariah, get me all my paper 
cuff protectors! I’m through 
pinching pennies. I’m going 
to burn the durned things.” 


Moral: To get the figures on why you 
only save 1 cent a day by keeping your 
old machines 10 years instead of 5... 


He’s listed in the | 
Classified Telephone Directory. 


Stes aS 


World’s Largest Manufacturer of Typewriters 
ELECTRIC + STANDARD + PORTABLE 


CALL Your Royal Representative — 


this advertisement are entirely fictional. 
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When booklet covers .. . in- 
struction books . . . menus call 
for cover stock — and the 
work’s to be done by offset 
duplicator — you can run into 
trouble. But not if you use 
Atlantic Cover. 


The finish of some cover stock 
is just too hard to “‘take’’ the 
ink. The result? smearing, 
offsetting, ink that’s still wet 
weeks later. 





Next time you’ve an offset du- 
plicator job to be done on cover 
stock — try Atlantic. You'll 
find it a thirsty, workable 
paper that turns out clean, 
clear jobs time after time. 
Atlantic Cover prints well, 
folds well and comes in a rain- 
bow range of attractive colors. 


For sample packets write 
Eastern Corp., Bangor, Maine. 





Fasteen 


4 
4 
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ATLANTIC BOND Pines PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 








Auditors, who developed the system, re- 
ports that under their old system two 
girls were writing checks, ledger sheets, 
journal, receipts and were able to pro- 
duce about 35 checks an hour. With the 
accounting machine, one girl now easily 
produces 75 checks an hour. Mr. Smith 
also said that they now receive an auto- 
matie accrual of the total of alimony 
payments paid in, dating from the date 
of each decree. This information for- 
merly was obtained by figuring each ac- 
count on an adding machine. Another 
advantage is a savings of over $900 an- 
nually in the cost of checks. Now, $15 
on each thousand checks is saved over 
the cost of the checks previously used. 
This savings alone made it possible for 
the machine to soon pay for itself. 


Bootleg Forms 


LESLIE H. MATTHIES 


General Supervisor, Administrative Services, 
Northrop Aircraft, Inc., Anaheim Div., Calif. 


ORMS represent work—the kind of 

work that office people do. The 150,- 

000 typewriter strokes per day that 
a typist expends is on forms—letter- 
heads, purchase orders, shop orders, in- 
voices, reports. All the 1,800 papers 
that a file clerk sorts in a day are all 
printed forms. 

If forms represent work, and work 
that is usually regarded as “overhead,” 
then it is important that we give skill- 
ful attention to the basie need for the 
form, to its design, to its use. We must 
also eonsider the machine that will be 
used to write the form, to the file used 
to store it, and to its final method of dis- 
posal. This careful attention is known 
as “forms control.” “But Forms Control 
is not always popular, since it forces 
people to think. Some regard it as an 
obstacle and, rather than give attention 
to the new form, they would rather 
“hootleg” it. 

The average bootleg form represents 
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Le Febure 


M-K ADJUSTO 
TRAY-BINDERS 
and 

Hi-Lo 
STANDS 


Easy adjustable 
stands made to fit 
one or more tray- 
binders — 
EXACTLY! 


SORTERS 


SAVE WORK 


SAVE SPACE 


STEEL BANK and OFFICE UNITS 


TO FIT YOUR NEEDS AND SPACE. 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders, 
Stands, Record Handling and 
Housing Equipment 


Le fFebure 


CEDAR RAPIDS, IOWA 











A New Record 
216 Exhibits 
at the 8th Annuai 


Convention-Exhibit 


NATIONAL OFFICE FURNITURE 
ASSOCIATION 


Hotel Sherman, Chicago 
May 8-9-10-11 


Every office furniture dealer will want to 
see this record-breaking concentration of 
leading office furniture and equipment 
lines at the Hotel Sherman in Chicago, 
May 8-11. 

With the convention program exclusively 
devoted to the problems facing the office 
furniture industry, you will find the meet- 
ings and panel discussions informative and 
interesting. The convenience and time-sav- 
ing in seeing the exhibits in this "open 
flow show” will be appreciated by all 
attending. 


Member registrations, complete with two 
luncheons and banquet, $20. 


Non Members registrations, complete with 
two luncheons and banquet, $25. 


NATIONAL OFFICE FURNITURE 
ASSOCIATION 


John R. Gray, Executive Director 
327 South LaSalle St., Chicago 4, Ill. 








clerical work too because it is usually a 
poorly designed messy instrument, it 
usually requires more work to process 
it than does the average official, ap- 
proved form. The bootleg form is al- 
most always a product of the “eaptive” 
duplicating machine. Forms Control 


gets no chance to analyze it. 


During World War II, a management 
consultant who had surveyed many 
plants working under war contracts, 
made this startling statement: “After 
examining the thousands of bootleg 
forms that I have discovered in my sur- 
vey work, and checking on the hours 
required for their use, I find that it 
only takes an average of 11 bootleg 
forms to create one fulltime clerical 
job!” 

The alert office manager is constantly 
striving to reduce and control overhead 
expense. He is shocked and alarmed if 
he finds that 15 or 20 copies of a form 
ae going out to various departments 
of the organization. He senses that 
forms do represent work! But he fre- 
quently does not realize the implications 
that will follow after he approves the 
purchase of a new duplicating machine 
for a department. 

The number of bootleg forms used in 
a department are almost a sure-fire indi- 
cation of the experience and savvy of 
the supervisor in charge. The experi- 
enced supervisor, and the man-who- 
knows-how to perform the functions 
assigned to his department with a mini- 
mum of clerical effort, knows how im- 
portant it is that each form, each record 
and each report be given careful atten- 
tion before they are added to the system. 
The inexperienced supervisor, or one 
who has never learned of the importance 
of forms, will allow or even encourage 
the introduction of a great number of 
bootleg forms into the systems under his 
jurisdiction. As a consequence his opera- 
tion fumbles through a chaotic mass of 
red tape. His section is bloated with 
excessive paper and personnel. 

Here again we cannot overlook the 
responsibility of management. In mak- 
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STRATOLINER 
Serica 
BY 
ORNA-METAL 


a neur deaign consepht in mila office furnitiine 


A distinct departure in steel office furniture design . 
beautiful . . . truly contemporary. Smart and distinctive 
in keeping with today’s, and tomorrow's, modern trend. All 
pieces color-coordinated to harmonize with any interior decor 


Units shown are only a few of many 


Write for Brochure on Complete “Stratoliner” Series 


ORNA-METAL, INC., 2412 $O. SEVENTH ST., ST. LOUIS 4, MO 
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+ pupucit’ RELEASE 
wer ; 





Copies in| to 5 Colors 


Low-cost duplicator 
produces them in one operation 


MAIL COUPON FOR DEMONSTRATION AND/OR INFORMATION 


= A-B-DICK 


THE FIRST NAME IN DUPLICATING 
A 6. OIC« 5 A REGISTERED TRADE MARK OF «a. 8 OD «€ COMPANY’ 
SSS SSS SSS aS SSS ess eae nas ea enes a = | 


A. B. DICK COMPANY 

5700 TOUHY AVENUE, CHICAGO 31, ILLINOIS 0-254 
Without obligation 

( } Arrange demonstration for new, low-cost duplicator 


( ) Send information about new, low-cost duplicator 
NAME______ 

ORGANIZATION 

ADDRESS__ 

en a siniiseninepunnpitoainnmonts — 6 | anasossdjessinenseinietsnandseseneienestiestes 


Lw.w ese was eae awe easeamaaneeswaas = SS SS ee ae ee 


| 
| 


ee ee ee oe 


Con wm en.ne ee on on on on oe 
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‘ 


ing an “office” man a department head, 
management only asks if the man can 
handle people; and if he is thoroughly 
familiar with the function which he will 
supervise. They rarely ask: “Is this 
man capable of setting up his systems, 
of designing his forms, and controlling 
the records and reports which will be 
his tools?” They rarely examine him 
to determine if he understands the ad- 
ministrative side of the department 
which he is called upon to operate. 

In any “office” department, a large 
number of bootleg forms ean be re- 
garded as a symbol of the failure of 
the supervisor to handle the paper 
phases of his operations because the 
bootleg form is a form created without 
thinking. The bootleg form is rarely co- 
ordinated, is hard to use, dirty to look 
at, slow to transcribe from, and difficult 
to file. Rare indeed is there a written 
outline covering the use of the bootleg 
form. 

In some instances the bootleg form 
will carry information that is in reality 
an important corporate record, yet its 
existence may not even be known to 
management. Since little or no thought 
was given to the final disposition of the 
bootleg form, it becomes a headache for 
records management and increases costs 
here. What to do with the information 
on these forms? It will cost money to 
find out. 

The elimination of the bootleg form 
can be accomplished only through edu- 
cation of office supervisors, so that they 
finally fully understand that “forms do 
represent work” and bootleg forms are 
no exception. 


Work Measurement 
At American Airlines 


(Continued from page 74) 


pended on individual work units. 

ce. Other and miscellaneous time ex- 
pended. 

d. Manhours Used. 

After training the supervisor, it is 
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ity 


AY) 


NEW DELUXE PORTABLE 


TER-CONTINENTAL 
CORP 
NEW 


WEST 


STREET 


MODEL SM3 


TRADING 


(20)'s Ga. | 





DURING 
PEAK or RUSH 
PERIODS, 


LET ME HELP YOU 
IN YOUR OFFICE OR OURS 
© TYPING 
© STENOGRAPHY 
© BOOKKEEPING 
© CALCULATING 
© PAYROLL 
© GENERAL OFFICE WORK 
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now his responsibility to present the 
program to his employees. At this point 
the systems man should remain in the 
background since the supervisor will 
know best how his people should be 
approached. But it would be well to 
advise the supervisor, whenever neces- 
sary, and to work with him as the pro- 
gram progresses. 

It can be expected that there will be 
a certain amount of “talk” about the 
program among the employees and pos- 
sibly some minor resistance. Some em- 
ployees, being suspicious by nature, will 
log more time than they actually worked 
on some functions. Others will account 
for more productive time than they were 
available for work. This is normal and 
should be expected with a program as 
new as work measurement. However, in 
a week to ten days it is safe to assume 
that these conditions will. correct them- 
selves and an accurate reporting will 
take place. 

From statistics compiled and shown 
on the Activity Record Reeap (Fig. 2), 
the performance rates can be obtained. 
These statistics may be either graphed 
or put in tabular form to compare the 
volume pieces handled to the average 
pieces per manhour, on a daily basis. 
Also daily comparisons may be made of 
total volume handled. 

From the employees’ Daily Activity 
Reeords (Fig. 1) it ean be determined 
which employees are doing more work 
or a better job. Also, a more equitable 
distribution and scheduling of work may 
be made. The Daily Activity Records of 
new employees will reveal the length of 
training time necessary by comparing 
them with the daily records of other em- 
ployees. 

Troublesome and time consuming 
functions and peak workloads will be 
highlighted almost from the very be- 
ginning of the program. This, plus the 
highlighting of slack periods, will indi- 
eate a basis for work simplification and 
re-scheduling of workloads. 

When performance rates for clerical 
units of work and other activities are 
obtained, it will be possible to reduce 
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Why 


MMERM) 
w"BoND —“ 


is America’s most used bond paper 





Secretaries say it . . . . . . « types better! 


They turn out neater, easier-to-read letters—with less effort. And the 
erasure-proof surface takes clean corrections easily. 





Businessmen say it . . . . . . . looks better! 


Executives like the distinctive look Hammermill Bond gives a letter . . 
the way its brilliant new blue-white invites readership. 





a ORL. SPSS Salts ade prints better! 


Printers know they can count on Hammermill Bond for sharp, clean re- 
sults every time, because this famous paper has had superior printing 
qualities for 42 years. 





You can obtain business printing on Hammermill 
papers wherever you see the Guild shield on a 
printer's window. Meantime, write on your busi- 
ness letterhead for a free sample book showing 
Hommermill Bond in white and colors. Hammer- 
mili Paper Company, 1463 East Lake Road, Erie 
6, Pennsylvania. 


MMERM) 
w"sonD —{ 


FOR OVER 40 YEARS... 
AMERICA'S MOST USED BOND PAPER 


or 
PRINTERS 
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Do Your Own 

Hand Letter 
and 

Typesetting 


FILMOTYPE 
PHOTO-TYPESETTER 


has over 700 different 
styles and sizes from 
12 pt. to 144 pt. 


The Filmotype produces 
photo proofs on paper 
or film for less than 5¢ 


per foot. 


Write today for 
style catalogs & demonstration. 


Filmotyp 


racy 
» CHICAGD) LUNG . 


the paperwork of the program consider- 
ably by counting pieces only and drop- 
ping the time factor from Daily Ae- 
tivity Reeords. Since future reporting 
will show pieces only, it becomes a mat- 
ter of multiplying the pieces by the per- 
formance rate for each function. The 
productive time expended each day may 
be obtained in this manner with a rea- 
sonable degree of accuracy. However, 
supervisors may wish to continue time 
reporting on the part of employees. 

The aforementioned program, like all 
other programs, is only as good as the 
use to which it is put. If it is treated 
properly, analyzed carefully and given a 
reasonable length of time to justify its 
installation it cannot be anything but 
advantageous both to management and 
employees. 


The Rumor Virus 


(Covtinued from page 59) 
concerned were office personnel of about 
10%, including management. It is be- 
lieved the rumors resulted from news- 
paper stories referring to U. S. Air 
Foree monetary cuts, further compli- 
cated by misunderstandings. 

Happily, none of the rumors was ma- 
licious. More happily, Serv-Air’s unique 
solution was to erect 2 wooden outhouse 
on the field. It was labedel “Rumor 
Factory”. Inside were bulletin boards 
headed: “Rumors” and “Facts”. Rumors 
were gathered up at 4 p.m., with au- 
thorized facts posted at 8 a.m. next day. 
Pretty soon morale was raised and the 
rumor factory was removed. 

Give employees facts! Genuine, com- 
pany authorized facts. Give it to them 
straight-from-the-shoulder. Communi- 
cate with them through official channels. 
Many offices appreciate that their most 
valuable assets are the people on their 
payroll. Following that line of rea- 
soning, they honor and trust their em- 
ployees. But, “only the facts.” Expos- 
ing rumors to facts is like exposing 
germs to sunshine or germicidal lamps. 

As a result of recent industrial and 
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‘Walionals return us 100% a year 


vy 
on our investment. —THE WHITE MOTOR COMPANY, Cleveland, Ohio 


“White Trucks have gained a worldwide reputation as 
precision tools of transportation. We apply the same pre- 
cision yardstick in our accounting department, and look 
at our Nationals as precision tools of accounting produc- 
tion that have returned us their purchase price every year 
in savings. 

“Their efficiency and flexibility are remarkable. The ease 
of training operators is important to us, too. And excellent 
service, year after year, keeps us thoroughly sold on the 
time- and cost-saving advantages of our Nationals.” 


JOBS HANDLED: 

Wage Accrual Accounts Payable 

Payroll Accounts Receivable 

Labor Distribution Actual Job Cost Posting Vice-Pres., Finance 
Tax Reports Credit Union The White Motor Company 


THE NATIONAL CASH REGISTER COMPANY, Darron 9, on10 


’ 
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In all sizes and types of business, 
Nationals pay for themselves out of 
the money they save. They do up to 
2/3 of the work automatically, and 
what machines do automatically, op- 
erators cannot do wrong. Operators 
are happier, too, because they accom- 
plish their work more easily. Your 
nearby National representative will 
gladly show what you can save with 
Nationals. 


*TRAOE MARK REG. U.6 PAT OFF 


SNwational 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 











NEW 
IDEA-PACKED THEME 


of the 


12th ANNUAL OMAC 


SEMINAR and 
BUSINESS SHOW 


Monday, March 8, through 
Thursday, March 11, 1954 ' ' 
At the Conrad Hilton Hotel, DON'T MISS IT! 


Chicago Put it on your calendar, 
Sponsored by NOW! 


Office Management oo of Chicago ousn~ 
and Northwestern Uni SiR 


ersity 


The OFFICE MANAGEMENT of 
ASSOCIATION of CHICAGO ‘vow: 


105 West Madison St. Chicago 2, Illinois 
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commercial marriages and mergers of 
firms, many unconfirmed, disheartening 
and frightening false reports moved em- 
ployees emotionally long before they 
were moved physically. As a matter ot 
fact, in one instance most employees 
were not moved at all because they had 
been first exposed to rumors. In an- 
other case, a company executive whose 
organization contemplated a merger 
counseled: “Unexpected trouble con- 
fronted us when we consolidated our ac- 
counting, engineering and purchasing 
departments . .. into one location. Every 
conceivable reason for not moving was 
given by salaried workers. Finally, we 
were left with only six people out of 
40.” His advice: “Let your employees 
know all about your plans. Keep them 
up-to-date. Treat them as you treat 
yourself. They’ve also got a stake in 
the business.” Above all, shun secrecy. 
As one newspaper editorialized, “Where 
there is secrecy—rumor, gossip and 
imagination take the place of news.” 


A complete line of high 
quality seating. Shown 
here are three models, 
representative of three of 
the series of Aluminum 
Business Choirs. 


Good Letters 


(Continued from page i3) 


get into your mail. They are invaluable 
tor training new employees, not only 
how to write good letters, but your 
methods of doing business. 
Of course, guide letters are not a 
cure-all for all correspondence ills. I 
would therefore suggest that you have 
carbons of all dictated letters reviewed 
at least once a month and each corres- 
pondent rated. You might develop your 
own rating chart covering these neces- 
sary requisites of good letters: 
1. Do they get off to a fast, interest- 
ing, gracious start? 
2. Are they clear and explicit? 
Are they concise and to the point? 
Do they read easily? 

5. Are they complete and accurate? 
Are they gracious and diplomatic? 

. Are the closes friendly; apt to build 
good will? 

8. Do they contain real sales appeal; 


All Cramer chairs in these 
series have molded foam 
latex cushioning, replace- 
able covers, seat height 
adjustments on swivel 
models and other fea- 
tures. 


Model 923 


Seat 19" x 18° and tea. 
turing tamous Cramer 
“Roll-Tilt" ball bearing 
seating mechanism 
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ERASERSTIK 


ERASERSTIK is a 
sweetheart .....-. 
Typists, Clerks, Book- 
keepers and Account- 
ants love it. 

The white polished 
wood case protects the 
famous A. W. FABER 
erasing stock — keeps 
it fresh. Easily sharp- 
ened with a knife or 
mechanical sharpener. 

A quick flick and 
errors in typewriting, 
ink or pencil disap- 
pear — leaving not a 
trace. 

Make sure your 
Dealer sells you 
ERASERSTIK, not some- 
thing “just as good” — 
because, frankly, there 
is nothing just as good. 
Ask the folks who use 
ERASERSTIK. 


FABE 














Ronse: 


PENCIL COMPANY INC.. 


likely to accomplish their purpose? 

Hold periodic clinie meetings. At 
some sessions, discuss the strong and 
weak points of letters that have been 
written on various situations as well as 
the fundamental rules outlined in most 
any good text book. Have one of your 
top officers address such a gathering and 
explain what an important role good let- 
ters can play in your overall operations. 
Have your sales and advertising man- 
agers explain the damaging effect of 
poor letters in selling, promotion and 
advertising your business. Do everything 
you can to make your employees public 
relations conscious, impress on them the 
importance of clear thinking and the use 
of good judgement in their letterwriting. 
and that there is a real art in putting 
down on paper exactly what you intend 
to say in a clear, concise and gracious 
manner. Don’t start such a program un- 
less you intend to make it a continuing 
affuir. Unless you do, human nature be- 
ing what it is, your staff will soon slip 
back into their old faulty habits. 

Maybe it didn’t matter much over the 
past 12 years whether your letters were 
good, bad or indifferent; how much they 
cost you and whether they built com- 
pany good will and prestige or not. 
But the honeymoon is over. Competition 
is becoming increasingly keen, customers 
more “service conscious,” collections 
slowing down and office overheads soar- 
ing. How are you going to meet this 
growing trend? Of course, good letters 
are not the entire answer but, sinee 85% 
of business is conducted either wholly 
or partially by mail, show me any other 
medium you ean use which ean do so 
much and cost so little. 

If properly organized and handled, 
your correspondence can help you main- 
tain friendly customer relations and pro- 
tect you against the inroads of ecompe- 
tition. It can turn more inquiries inte 
orders, speed up collections, back up 


| your advertising and promotion as well 


as your men in the field.—From a talk 
last month before the Office Manage- 


| ment Assn. of Chicago. 
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Feature for feature... 


Cdlhner) \S OUT FRONT! 


The lowest-priced 10-key adding machine...gives your customers 


all these advantages: 


1. EASY OPERATION Odhner’s 
keys do double duty—cut waste 
motion—need less finger 

pressure. 


2. NOISELESSNESS 
Odhner’s unique 

rotary drive ends : 
vibration and rubber ae 
cushions deaden sound. 


3. SPEED Odhner is 
“lightning fast'’. Keyboard 
fits hand. Easy-to-reach keys 


fit fingers. 6. SUPERIOR SERVICE 


Designed in sections for simplest 
4. FULLY ELECTRICAL Odhner maintenance. 10 years of spare parts 


is the first to be electrically in U.S. Dealer mechanics are trained 
engineered throughout. by factory service men. 


5. MODERN DESIGN 
Odhner speaks for itself. 


A few dealer territories still open to qualified applicants. 


‘ You can count on 
See your local dealer or write 


Odhner Div., Dept. 0, FACIT, INC. dhner 
500 Fifth Avenue, New York 36, N. Y. or WAL TiTIy) 


114 Sansome St., San Francisco, Calif. Adding Machines 
SOLD AND SERVICED THROUGHOUT THE WORLD 
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ew Products 


FORMS TYPING-SPACER 


Moore Business Forms, Ine., Niagara 
Falls, N. Y., makes a Vertical Spacer 
and Line Finder for use on electric type- 
writers for rapid, accurate writing of 
continuous marginal punched forms, It 
permits continuous typing by eliminating 
time consuming line-by-line platen ad- 
vancing. A finger touch automatically 


snaps the forms from one writing area, 
line or form to the next. Vertical posi 
tions on forms are changed instantly to 
predetermined writing areas without loss 
of time. It is operated by the typist’s 
right hand and a short motion of the 
handle advances the forms automatically 


and accurately without the need for 
visual checking, while the left hand 
turns the source papers. The Moore Verti- 
cal Spacer permits stops to be 
as little as 1%” apart, as many as 
needed per form or as varied as desired. 
Distance between stops can be adjusted 
to any typing area. Instantaneous verti- 
cal spacing eliminates time-consuming, 


selected 


98 


line-by-line, advancement of the platen. 
The new typing area is positioned im- 
mediately, in perfect alignment and posi 
tive register. It has undergone extensive 
field tests for more than a year. One 
large firm that put the device through 
rigorous use tests reports ‘‘ production 
has increased 25% in the preparation of 
25,000 forms.’’ Extremely light in 
weight, the Moore Vertical Spacer adds 
no additional strain on the typewriter. 
It is precision built with Nylon gears. 
Its crank operation won’t pull the platen 
out of alignment. It works smoothly 
without machine jar because it’s cen- 
tered, Thre is no need to worry about 
carriage torsion or throwing forms out of 


register. 


ADDING MACHINES 


Victor Adding Machine Co., Dept. OM 
254, Chicago 18, Ill., makes its full key 
board and 10-key Custom model adding 
machines with a new Select-o-matic fea- 
ture which permits operators to obtain 


Select-o-matie totals and sub-totals by 
merely depressing the add-bar. Or if pre- 
ferred, they can print both totals and 
sub-totals by using the dual total key. If 
is also possible for operators to inter- 
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change both methods at will, using one 
for totals, the other for  sub-totals, 
Select-o-matie totaling completely elimi 
nates unnecessary hand travel. By setting 
the Select-o-matic feature at the total 
position, operators can obtain a series of 
totals from the add-bar. Then for that 
occasional sub-total they can use the 
dual total key without having to reset 
the Select-o-matie feature. Where the 
need is mainly for sub-totals the process 
can be reversed. The Select-o-matic fea- 
ture can be set at the sub-total 
tion and sub-totals printed by depressing 
the add-bar. The occasional total then 
ean be taken with the dual total key. 
Victor Custom adding machines equip- 
ped with the Select-o-matie feature come 
in a choice of 22 models. These plus the 
present line of Custom models provide a 
Victor machine to meet every 
need. Prices on the new Select-o-matic 
machines are slightly higher than for the 
regular Custom models. 


posi- 


business 


POSTING TRAY 
National Blank Book Holyoke, 
Mass., makes the No. 99-625 Plastie Post- 
ing Tray which weighs only 314 Ibs. It 
is molded in one piece of Boltaron in 


Co., 


gray grain with nickel-plated 
edges. Its seven matching separators of 
050 anodized aluminum are 10” 
high and spaced 1-15/16” apart to elimi- 


moroeco 


clear 
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nate need of a follower plate and pro 
vide wider V opening for posting. Tray 
is 16%” long, holds 1600 Sub. 32 sheets 
and a 26-division index, is ideal for eards 
up to 644” wide by 10” or 11” high, lists 
at $19.50. Separators can be had cut 
down to match a lower card at $1 addi- 
tional per tray. Bulletin MB5 showing a 
complete line of machine bookkeeping 
equipment is free from above address. 


OFFSET STENCIL NEGATIVES 


Colitho Div., Columbia Ribbon & Car- 
bon Mfg. Co., 602 Herb Hill Road, Glen 
Cove, N. Y., makes Colitho Stencil Nega- 
tives which are prepared for offset dupli- 
eating somewhat like conventional 
mimeograph stencils. Colitho Stencil 
Negatives provide a background through 


ot, Ali. gaggia eet 


which the ultra violet light used to burn 
in an offset plate will not penetrate. By 
cutting out letters with a typewriter, a 
negative is obtained which provides very 
sharp, clear reproductions on Colitho 
Sensitized Paper or Metal Plates. In ad- 
dition to typing, any ruling or drawing 
that can be done on a mimeograph sten- 


cil can be done on a Colitho Steneil 
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Negative which can be combined with 
paper or film negatives to produce bul- 
letins, price lists and other offset dupli- 
eated material using film or paper nega- 
tives for illustrations and stencil nega 
tives for typed matter. Colitho Stencil 
Negatives are available in 10” x 16” 
size with printed typing guide. 


DESK-TOP COLLATOR 

Thomas Collators, Inc., Dept. B, 30 
Church St., New York 7, N. Y., makes a 
fast-action, improved Table-Top Collator 
that incorporates many refinements pre- 
viously available only in larger floor 
models. Using the same tilted bins, paten 
ted Ejectomatic Feed and ball bearing 


mechanism of floor units, the Table-Top 
model assures smooth, dependable opera 
tion. Sheets into bins and 
rubber-tipped fingers push the top sheets 
of each stack into the operator’s hand. 
Each is quickly jogged 
and dropped into a gathering tray direct 
ly below the unit. The collating cycle is 
controlled by a hand lever which can be 
located on either the right or left side of 


are stacked 


assembled = set 


the unit according to operator’s prefer- 
ence. All papers are always before her 
for constant inspection, eliminating any 
possibility of blanks or misprints slip 
ping through. This portable gathering ma 
chine, available in 5-bin or 8-bin capac 
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16” x 27” of desk 
one operator to do 
the same job that three to five people 
ean accomplish by hand. For the average 
office, where the work volume does not 
warrant investment in a floor type col- 
lator, the Table-Top model can eliminate 
the need to draft costly- personnel from 
other work to assemble sales bulletins, 
price lists and other duplicated material 
into Resulting cost are 
estimated as high as 30 to More 
information is available from above ad- 


ities, occupies only 


space, yet enables 


sets. savings 


DO%. 


dress. 


STENCIL DUPLICATOR 

Div., Addo Machine Co., 145 
East 57th St., New York 19, N. Y., an- 
nounces the Roneo 150 Portable Stencil 
Duplicator which weighs only 28 lbs. It 
folds up to 10” x 10” x 13” and is adap 
with the 


process 


Roneo 


table for use Roneo-Tronie 
which makes 
stencils electronically of photographs and 
all kinds of printed 


stencil cutting 


copy. This low 


priced machine can reproduce continuous 


tone The 


service to 


photographs. 


process is a 


Roneo-Tronie 
users of Roneo 
feed, 200 sheet 
capacity, automatic rising feed table and 
counter, feed roller 
mechanism and smooth, modern styling 
other features of this 
portable duplicator. It prints to the edges 
of legal The economy of 
semi-paste Roneo Ink which the machine 


uses 18 


Duplicators. Posteard 


cradle suspended 
are some of the 
sheets. 


size 


an added premium for users of 


the Roneo Portable Duplicator. 
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FACSIMILE INTERCOM SYSTEM 

Intrafax Div., Western Union Tele- 
graph Co., 60 Hudson St., New York 13, 
N. Y., offers the Intrafax system for in- 
tra-company facsimile communication 
which transmits paper forms, reports, let- 
ters, drawings, etc. The document to be 
transmitted is placed on the vertical 
cylinder of the sending machine and 
automatically reproduced with photo 


graphic accuracy on dry Teledeltos re- 
cording paper by a desk-top receiving 
facsimile machine only a foot-square. No 
processing is necessary before or after 
transmission and the copy is ready for 
use when Written, typed or 
printed matter can be flashed at high 
speed between offices in the same build 
ing or in different cities. Intrafax equip- 
ment is leased. Full information from 
above address. 


received. 


LIGHTING EQUIPMENT 
F. W. Wakefield Brass Co., Vermilion, 
Ohio, offers a free 8-page booklet de 
scribing 11 major types of lighting equip- 
ment, supplemented by structural draw 
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ings and illumination data including 
quick computation formulas for the com- 
pany’s several types of translucent ceil- 
ings, Some facts on acoustical effective 
ness of Wakefield baffles and use of 
plenums as air diffusers are included. 


DICTATING MACHINE 


Magnetie Recording Industries, 30 
Broad St., New York 4, N. Y., announces 
the 77 Voice-Master Dispatcher which is 
claimed to be as simple to use, and as 
reliable, as a phonograph. It features a 
self-tracking, erasable Magie Dise which 
automatically aligns the needle to assure 
faithful, uniform reproduction; split-see- 
ond loading of dises; up to 10 minutes 
recording time on each side of dise, con- 
vertible to 15 full 
view dictation; outside-in motion like a 


minutes per side; 


2S 


professional tonearm with 


phonograph; 
precision bearings; pinpoint indexing and 


through built-in loudspeaker, 
confidential microphone or featherlight 
receiver with full fidelity. A system 
allows converting Voice- Master 
models to fully synchronize with the 77. 
The 77 also has automatic dictation vol 


play back 


older 
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ume control, instant review backspacer 
for both dictator and transcriber, and 
Correct-O-Matic automatie correction to 
speed transcription and eliminate rough- 
draft typing. The completely enclosed 
Dispatcher magnetic machine needs no 
earrying case, weighs 12 Ibs., costs $245. 
The Voice-Master Companion is $180. 
Literature from above address. 


FILE DIVIDERS 
Woodall Industries of Calif., 1970 Car- 
roll Ave., San Franeisco 24, Calif., makes 
Quick-Quest file units which hold a file 


open at any desired point of reference 


until manually closed. When filed mate 
rials is separated, an adjustable, two- 
way throw plate forms a V opening that 


gives complete visibility and permits 
withdrawal of desired material and re- 
filing without a search for the correct 
place. Quick-Quest models are available 
for use on desk tops, in 4” and 10” depth 
desk drawers and in filing cabinet draw- 
ers. Changing file loads are accom- 
modated by a channel extending the en- 
tire length of the base, in which throw- 
plates can be instantly adjusted at 14” 
intervals. This prevents cards from rid- 
ing and filed items (even single sheets of 
paper) from buckling or falling flat. Full 
length adjustability adds from 1” to 2” 
of useful file cabinet drawer space, as 
the drawer compressor can be completely 
removed when a Quick-Quest unit is in- 
serted. Models range from 5” x 3” filing 
eard to legal file folder sizes, at costs 
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from $2.25 to $3.95. Additional throw 
plates in all sizes are available separ 


ately. Literature from above address. 


CASH REGISTER 

Clary Multiplier Corp., Dept. 0-14, San 
Gabriel, Calif., makes a heavy-duty eash 
register which incorporates a number of 
improvements as the result of an 18- 
months field study of cash operations 
across the nation by a team of Clary en 
gineers. A versatile, electrical bookkeep- 
ing register which is two-total, itemizing 
and receipt-printing, it combines the 
convenience money-saving features 
contained in the Model 303 with the 
mechanical advancements that guarantee 
long resulting from 
users’ suggestions to the field surveyors. 


and 


extremely service 


The new line, Model 304, has a multiple- 
print printer of exceptional durability 
which utilizes a clearer and larger type, 
a rack system replacing a gear system in 
the printing unit and a simplified drawer 
opening unit. The register uses two 
single, inexpensive paper rolls instead of 
the double-wound type, effecting savings 
in supply costs. The machine is consid- 
ered ideal for taking inventory in almost 
all retail and most wholesale companies, 
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its light weight of 45% Ibs. permitting 
it to be easily moved onto any rolling 
cart and wheeled about the store. Its 
adding-subtracting-multiplying features 
and running total are advantageous for 
inventory work. A flick of the finger 
converts the register into an adding- 
subtracting machine. The new model de- 
livers customer receipt and retains a 
duplicate tape that provides an accurate, 
cumulative, itemized record of the entire 
day’s transactions including cash, paid 
outs, charges account and 
no sales. A heavy-duty register which is 
durable and rugged, the Model 304 is 
within the price range of the small mer 
chant. 


, received on 


PHOTOCOPY PROCESSOR 


Anken Film Co., Newton, N. J., makes 
the Anken Processor which eliminates 
trays, washing and drying and produces 
positive or negative copies from any 
kind of original on a variety of papers 
in a few Only .one sensitized 
sheet is used to produce direct reading, 
black-on-white eliminating the 
transfer step. Copies can be made of 


seconds, 


copies, 


originals with copy on both sides, origi- 
nals on card stock, originals with paste 
different thicknesses and those 
which are very light or contain fine Jines. 
Processor is 12” wide, 24” long, 6” high; 
plugs into a 110-volt AC outlet, 
anywhere 
ditions 


ups of 


operates 
under ordinary 
and 


lighting con 


automatically delivers fin 
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ished prints. It will take any size paper’ 
up to 14” wide, any length. No training 
is needed to use it. Copies show no ap- 
parent fading after three month’s ex- 
posure to direct sunlight. The Anken 
Processor lists at $375, Illustrated litera- 
ture from above address. 


VERTICAL FILE 


General Fireproofing Co., Youngstown 
1, Ohio, makes the 4-drawer Super-Filer 
Lo-4 which is only 45%” high yet has 
18% more filing capacity. The handle on 
the bottom drawer is higher than on 
previous models. The swing front allows 


the extra capacity. Two basic filing 


cabinets form the complete Super-Filer 


line for all records because substitute 
drawers, angle end cross trays or front 
to rear partitions, card bottoms and com 
pressors allow filing 5” x 3” ecards, 6” x 4” 
cards, tabulating ecards or checks. Com 
partments for practically any other size 
record can be formed slotted 
Divide-A-Files, so that cabinets cannot 
become obsolete. The steel file tops are 
removable and can be replaced with in 
dividual or continuous Velvoleum tops. 
If desired, the Lo-4 can be elevated on a 
flush base to make its height the same 
as other 4-drawer files. Illustrated liter 
ature from above address. 


with pre 





CASH DRAWER 

Nu-Craft Products Co., 163 
St., Brooklyn 1, N. Y., makes the No. 
49 Cash Drawer for mounting under, or 
on top of, counters. A removable cash 
tray has its own cover and lock for easy 
storage and use by relief cashiers. The 
removable tray has four bill compart 
ments with bill holders and five scoop 
compartments for coins plus two extra 


scoop coin compartments for sales taxes, 
etc. Under the tray are secret 
compartments for bills, rolled 
coins,” checks, etc. Drawer is made of 
heavy gauge ‘st@el for" lifetime use and 
has* ball bearing suspension slides: which 
operate at “the touch. Drawer’s s#ifety 
lock has positive side lock contro]. Fin 
ished’ in gray hammertone at $59.95 f.o.b. 
abote. Steel" mounting bands are $5 a 
pair. Illustrated literature from above 
address. 


there 
extra 


TABULATING SORTER-TRUCK 

Tab Products Co., 57 Post St., San 
Francisco 4, Calif., makes a combination 
punched card sorting rack and truck. 
This unit provides rack space for over 


104 


acifie 


45,000 tabulating cards as well as shelf 
space for paper forms and other misecel- 
laneous tabulating room items. The com- 
bination facilities in one portable unit 


proves useful in many punched card in- 
stallations. Write the above address for 
illustrated catalog local 


and name of 


sales representative. 


CARD REGISTER 
Autographie Jusiness 
Hoboken, N. J., in cooperation with 
Superior Business Machines, Ine., 122 
East 42nd St., New York City 17, N. Y., 


Forms, Ine., 


announces the Flexi-Card Register which 
accomplishes the simultaneous prepara- 
tion of two separate documents: a ¢con- 
ventional, multiple copy register form; 
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Here is the first genuine stencil 
improvement since cellulose coatings 
replaced protein some 30 years ago. 
Each BDC stencil has its own carbon 
cushion sheet factory-attached. You 
never have to save or re-use carbons. 
Nor do you ever have to insert them. 
The BDC stencil is ready for the type- 
writer as soon as you remove it from 
the box. 


BDC also introduces Soft-Green, the 
new stencil color, that reduces eye- 
strain and is effortless to proofread. 
The exclusive new BDC coating 
eliminates type clogging and pro- 
duces the sharpest impressions with 
all makes of mimeograph machines. 
For samples and complete infor- 
mation write Bohn Duplicator Corp., 
260 Fifth Ave., New York 1, N.Y. 


7 
Discover the Revolutionary Stencil 
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New 
Soft-Green 
color 
eliminates 
Carbon eye strain 








cushion se ™ 
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Papers go in— 





Shreds come out 


SHREDMASTER 


Shredding Machine 





quickly turns your confidential papers 
... Old records . . . waste paper of all 
sorts . . . into completely unreadable 
shreds, valuable only as packing material. 


ANYONE CAN USE—Quick, safe, easy op- 
eration! 
FOR OFFICES —Silent, Clean, 
Dust-free, Compact! 
PAYS FOR ITSELF —Provides vaiuable 
packing materia! at no cost! 


For Your Office— 
Portable, Noiseless Desk Model 
(Shown Here). 


Also Available— 
Table Models and Heavy Duty 
Models for Banks, Department Stores, 
Warehouses, Plants, etc. 


Write for Free Circular No. 2. 


THE SHREDMASTER CORPORATION 
1104 Raymond Bivd., 
Newark 5, N. J. 

Opposite PRR Station 





and a continuous, Flexisort card. After 
the cards are separated, a Flexisort ma 
chine, made by Superior Business Ma 
chines, punches marginal holes and 
notches into the edge of the cards so 
that they can be needle-sorted for sales 
analysis and inventory controls. The 
continuous Flexisort card is the bottom 
copy in the set of forms that is written 
in the register. It is fed across the writ- 
ing table of the register, from left to 
right. As positioned in the register, forms 
and cards are in perfect alignment so 
that an entry made in the body of the 
top copy will appear as a carbon impres- 
sion in the same location on the Flexi- 
sort card. Since the two records feed 
through the register independently of 
each other, it is possible to prepare a 
varying number of Flexisort item cards 
for each transaction recorded on a regis 
ter form. For example, if the transaction 
covers the sale of 5 items of merchandise, 
the sale will be entered on one register 
form, but the 5 line entries will result in 
the preparation of five, individual Flexi- 
sort cards. The Flexi-Card Register en 
ables the Flexisort system to be applied 
to many common handwritten form ap- 
plications, involving the sale, receipt, 
shipment or return of merchandise or 
other uses of handwritten records. Write 
Superior Business Machines, Ine., at 
above address for sample forms and 
further information. 


CARBON-INTERLEAVED LABELS 
Eria Speed Labels, 47 West St., New 
York 6, N. Y., makes Speed-Eez Label 


Sets which consist of quality white gum- 


med perforated sheets in carbon-inter 
leaved sets to allow making four copies 
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King Cotton says: 
“LESS WORK with 
BETTER RESULTS 


in keeping your records?” 


No MAN can do good work with 
poor tools, and this is surely true of 
business forms of all kinds. The 
least expensive part of keeping 
adequate records is the paper and 
card they re on. Anyone who works 
on paper needs in it these qualities: 
smooth writing surface, low light 
reflectance, no smudging or run- 
ning of ink, uniformity from piece 
to piece, erasability, long wear and 
toughness that can come only in 
paper made with new, long, strong 
cotton fibers. 


In these days of government 
supervision and inspection of 
record-keeping, literally thousands 
of records must be kept perma- 
nently. They'll take the wear and 
tear, and stand up for the years 
only if they're on long-lasting, hard- 
wearing cotton fiber paper or card. 


Parsons offers nine different 


qualities and types of ledger paper 
and index-bristol, and they'll han- 
dle any record-keeping job you 
need on paper. They re in a wide 
variety of sizes, so what you need 
will cut economically. Their many 
colors offer the economy and con- 
venience of color-control. Many 
weights and strengths provide just 
what you need for each record job. 


FREE, HELPFUL BOOKLET 


Do you know how long various 
types of records should be kept? 
Would you like to know how to 
organize a basic records program 
and what quality of paper should 
be used for various types of rec- 
ords, depending on how much use 
they get and how long they should 
be kept? This booklet also tells 
how to buy forms economically. 
Send for your free copy today. 


PARSONS PAPER 


COMPANY 
Over 100 Years in Holyoke, Massachusetts 


PARSONS Paper COMPANY 
DEPARTMENT 4B, 


ing Papers and Index Cards”. 
Name . 

Organization or Company . 
Street .. 


City or Town ... : 
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HoLyoKke, MASSACHUSETTS 

Please mail me, without cost or obligation, your new 
booklet on records systems and retention and getting 
the right paper or card for various kinds of records. It’s 
called “How to Get What You Need in Record-Keep- 


© pr co 1984 
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“Our Tycoon 


Office Courier 


THE BOSS!” 


... until 


TEGHNIPLAN 
EGI . 
gave him back to 


the Executive Committee 


HE WAS such an eager, busy-bee oper- 
ator! He just couldn't wait for our 


ORIGINAL 
ENGINEERED 
MODULAR ‘ 
OFFICES 


creaky, open-field routine to get into 

action—so he ran his own errands. 
This display of bustling initiative was widely emulated, 
too, with startling confusion and fancy costs. 


TecHNIPLAN is Globe-Wernicke original 
engineezed modular office equipment. 
Standard interlocking and interchange- 
able components provide work sur- 
faces and complete working facilities 
to serve every type of office task. 


TECHNIPLAN is 


modern in styling I i. 
and finish —hand- | | tS 
some and practical. ~ 


ANY TECHNIPLAN arrangement can be 
changed at will, without special tools 
or skill, and quickly! Interchangeable, 
interlocking units, pedestals, partitions 
afford unrestricted flexibility. 


Engineering Specialists in 


Office Equipment, Systems 
and Visible Records 


The TECHNIPLAN “L” shaped work 
station assures more worker comfort and 
convenience, saves time and motions, 
and requires less floor space per worker; 
also privacy when equipped with 


standard TECHNIPLAN partitions. 


See TECHNIPLAN, 
get detailed informa- 
tion, at your Globe- 
Wernicke dealer, 
listed in classified 
phone book under 
“Office Equipment.” 
9 paaae — Dept. 


Cincinnati 12, Ohio 
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of a mailing list with one 


non-smudge 


typing. The 
carbons give clear impres- 
sions and the padding is designed for 
easy insertion into typewriters. Thumb 
tabbing allows easy removal of carbons. 
Pin-hole perforations assure neat separa- 
tion of individual mailing labels, Speed 
Eez Label Sets are economically priced. 
Write above address for low quantity 
prices and sample. 


AUTOMATIC COLLATOR 

J. Curry Mendes Corp., 1 Curry 
& Turnpike Sts., Canton, Mass., makes 
the J. C. M. Vertical Collator, a fully- 
automatic, suction-fed, 4-station machine 
that handles 12-lb. to 100-lb. stock, sheet 
sizes 6” x 7144" to 11” x 14”. Its variable 
speed device produces up to 20,000 pick 
ups per hour and it is said by the manu- 
facturer to do the work of four operators 
producing a comparable job in the same 


Lane 


(HUI 
Hho 
MUTE 


iid 


amount of time. Each station holds a 4” 
stack of sheets which are automatically 
kept at proper feeding height. Precision 
calipers automatically stop the machine 
if a single sheet is missed or two sheets 
are picked up at any one of the sta 
tions where a flashing light calls atten- 
tion to the station affected. An offsetting 
pile delivery that keeps each collated 
set jogged and separate by off-center 
alternate stacking in the delivery unit is 
included as standard equipment. Simple 
to operate, a single operator can work 
from a seated position within easy reach 
of the delivery. Finished in gray ham- 
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By 
the light 
of 
ONE 
Bulb 








See Better! Work mage 


[UXO = 


 —Acclaimed the World over 
, as the best light 
to work under! 


° 
Scientifically 
Engineered 

> 


figeniously Designed 
Brackets to Desk, ee 


Board, Lathe, Bench, Sturdily 
Wall or Table Repstructed 
* (Floor Mount ake Available) H-tensly 
Finished 


»* 





Raises, Lowers, 
Tilts, Traverses, Turns 
Fingertip Stay-put Control 


| 


Steel Tube Arms 
Nickel Steel Tension Springs 
Vented Aluminum Shade 
Rodivs 45 inches 
Weight 4 Lbs. 


ie yee 
BH ee a 


La 
ORAFTING ROOM 


CONSUMERS: Ask for LUXO LAMP 
at your nearest dealer's 
DEALERS & JOBBERS 
Line up with LUXO LAMP. 
Write Today! 
REPRESENTATIVES 
Territories still open 


LUXO LAMP CORPORATION 


Tuckahoe, New York 





,asoeatorRy 
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E-Z SORT SYSTEMS 
save time and money 
in every department... 


Accounts Payable 
Accounts Receivable 
Cost Accounting 
Payroll 

Purchasing 
Manufacturing 
Inventory 

Sales 

Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personne! 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi- 
ciency will spread throughout your organi- 
zation. Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept. 22, San Francisco 5, Calif. 


Sole Manufacturers of E-Z SORT SYSTEMS. 
Over 50 Offices to Serve You 





merloid baked-on enamel and mounted 
on smooth-rolling casters, the machine is 
24” x 26” x 66” high; 300-lb. weight; 
powered by two 110-volt single-phase 
electric motors (one 4%-hp and one I-hp). 
Further information from above address. 


DICTATING MACHINE 
Dupli-Voice Co., Algonquin, IIl., 
the Erase-o-matie magnetic re 
cording belt for use with the Dupli-Voice 
dictating machine. The belt reproduces 
with the same fidelity as tape or wire, 


an 
nounces 


MY 9 


can be used over and over again and 
mailed or filed easily. The Dupli-Voice 
machine weighs 12 lbs. and measures only 


51%” x 10”. Literature from above ad- 


| dress. 


| 


TAX-DEDUCTION RECORD 

Taxwise, Box 7274, Philadelphia 1, Pa., 
offers the ‘‘Taxwise Telephone-Engage 
ment Handibook,’’ developed originally 
by the Doctors’ Business Bureau of Phil- 
adelphia to help the wives of professional 
men keep a better record of tax deduc- 
tible household and entertainment ex- 
Now expanded form, the 


penses, in 
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Presenting a new duplicator 


with a world-famous name 


GESTETNER 260 
with CONTINUMATIC INKING 














A truly great 
achievement... 
continuous, auto- 
matic inking! Just 
set the selector to 
the ink density you 
want, dial the num- 
ber of copies, and 
your Gestetner 
does the rest— 
cleanly, quietly, ef- 
ficiently. 


“Here’s why I like our Gestetner” 


“No more dirty, smudged fingers and 
ink-stained dresses! Although we use 
the Gestetner constantly, my hands 
are clean, my clothes unspotted. You 
just don’t know what a relief it is!” 
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Cuts in half the cost of let- 
ters, forms, reports! You'll 
be delighted at the 
money and time your 
Gestetner can save. New 
electronic  stenciling 
makes it possible to re- 
produce almost anything 
you wish ...in any of a 
dozen attractive colors. 
And you can change 
colors quickly — with no 
need to wash rollers or 
drums! 


Clean, simple to operate! 
Your operator merel 
clips a tube of paste in 
into the machine — with- 
out fuss or mess. No 
other duplicator ap- 
proaches the Gestetner's 
ease, simplicity and 
cleanliness of operation 
... Yet the Gestetner 260 
costs no more than com- 
parable equipment—why 
not request a demonstra- 
tion today? 


For details, samples and 
the name of your near- 
est distributor, ask for 
the Gestetner 260 Pres- 
entation Folder. Attach 
your letterhead to this 
page ... and send to 
Gestetner Duplicator 
Corp., Dept. 15, 50 Mc- 
Lean Ave., Yonkers 5, 
New York. 





=Graopla-maric. 


A NECESSITY IN MODERN BUSINESS —— 





Here’s Another 
Way To Save Money! 


Wherever stapling is done in your 
office or plant, STAPL-A-MATIC will 
do it faster, better, more economically! 
No more “banging away” at old 
fashioned staplers — with STAPL-A- 
MATIC stapling is effortless . . . uni- 
form ... quiet . . . foolproof! It’s 
portable (plugs in anywhere), good 
looking (an asset to the appearance of . 
any office), AND IT PAYS FOR 
ITSELF IN NO TIME! Cuts costs up 
to 70% or more. 


THE =Sfoplex co. 
775 FIFTH AVENUE 


oOo Just Insert the Work 
BR KLYN 32, N. Y. Two Hands do Much More 





Write for literature 





2-54 
Gentlemen: 


( Please send me more information about your 
STAPL-A-MATIC. 


(0 Please arrange for a no-obligation demonstration. 


COMPANY 
ADDRESS 


ie Uses Standard Size Staples 


Reloads in Seconds 
No Parts to Remove 
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Handibook is divided in two sections. 
On the left, when opened, is the tele- 
phone-address section, permanently at- 
tached to the book with alphabetically 
indexed pages for names and phone num- 


bers and additional pages for noting 
birthdays, anniversaries and other mem 
oranda. On the right-hand side is the 
engagement section, with its tax dedue- 


D-Ou 


withour ANNOVING fastening devices! 


BANCO DE MEXICO 
ty Sai 


Try before you 
Write for samples 
descriptive literature. 


buy! 
and 
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tion features indexed by days and 
months. Then follows space for record- 
ing business gifts and four separate do- 
mestic payrolls for a year (with instruc 
tions about withholding taxes, etc.), 
space for recording interest paid, taxes 
paid, medieal expenses, charitable con- 
tributions, casualty losses not covered by 
insurance, and other tax deductible items 
such as travel away from home, dues 
and subseriptions, special clothing, ete. 
This entire section slips out of the book, 
so that it may be filed with income tax 
return, and refills can be ordered. The 
book is $3.98 a copy with red leatherette 
cover. In genuine red or tan leather, 
$7.95. Refills for engagement section are 
$1.98 each. 


TYPEWRITER PARTS 
Typewriter Equipment 409 La- 
fayette Street, New York 3, N. Y., offers 
their new price list on their line of type- 
writer parts, platens, and supplies. Estab- 
lished for 28 years, Typewriter Equip- 
ment Co, emphasizes its specialization in 


» Puperly 
ae 


Co., 


Bring property control out 
in the open with attractive, 
easy to use, adhesive-back 
“ SERIALLY NUMBERED 
AUTOGRAPHS”. They're 
handsome metal name- 
plates that won't mar the 
beauty of your finest 
equipment. Mount them 
quickly and permanently. 
No tools, tacks, wires, 
messy tapes or other an 
noying fastening devices 
are needed. Stamped se 
rial numbers are filled 
with black lacquer for 
maximum legibility. Other 
copy is lithographed in 
sparkling color 
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obsolete parts for discontinued machines, 
in addition to its more complete line of 
standard feed rolls. 


parts, platens and 


CARTON LABELING SYSTEM 


Weber Label & Marking 
Dept. 0-2, Mt. Prospect, IIL, 
veloped a system which simplifies and 


Systems, 


has de- 


speeds multiple addressing of shipping 
containers. The Weber Direet-to-Contain- 
er system consists of imprinting the eus- 
label 


tomer’s address inside frames 


which have been pre-printed on the ship 


ping carton, The actual imprinting of the 
address is done with a Weber RJ-L Hand 
Printes stencil is 


and stencil, The suiall 


prepared with the shipping address on a 
typewriter, either separately or simul- 
taneously with invoice or bill-of-lading 
forms, and then sent to the shipping de- 
partment. There the stencil is clipped 
over an RJ-1 Hand Printer and used to 
imprint the address inside the frames 
pre-printed by the carton manufacturer. 
When the exact number of cartons in the 
shipment have been addressed, the sten- 
cil is destroyed. Major advantages of the 
Weber Direct-to-Container system are 
the elimination of labels, simplification 
of shipping paperwork, and fast, error- 
less addressing of shipments. Using the 
RJ-1 Hand Printer, shippers can address 


114 


rate of 40 to 50 
minute. The operation 


eartons at the per 


is clean and re- 
The RJ-1 has « 
reservoir which holds enough ink for 7,- 
900 to 10,000 prints and can be supplied 
with one or two counters for count con- 
trol. Costs $14.50 including stencils and 
other supplies. 


quires only one hand. 


PAYROLL MACHINE 

Underwood Corp., 1 Park Ave., New 
York 16, N. Y., makes the simplified 
Underwood Sundstrand accounting ma 
which check stub 
and reduces the overall size of pay state 
least 8”. This eliminates 
wide horizontal statements in telescopic 


chine uses a narrow 


ments by at 


folding style and lists as many as 16 


earnings and deductions vertically on a 


stub 314’ 


’ 


wide. A compact column form 


totals or control bal- 
preparation of an em 


with room for 20 


ances cnables 
ployee’s pay statement, tax records and 
a complete pay journal in a single opera- 
tion. New principles of design permit 
automatic registers. The 
need to depress register selection keys 
for earnings, deductions, total pay and 
net amounts is eliminated. After the 
check is written, it is automatically 
ejected and stacked numerically in a 
check bin. Form handling is reduced to a 


selection of 


minimum. Amounts are entered by ‘‘ writ- 
ing’’ the figures as would be done with 
a pencil. The machine, actuated by the 
touch control 10-key keyboard, auto- 
matically selects the proper decimal posi- 
tion for each digit. Other 
clude automatic 
when deductions 


features in 
of paychecks 
earnings, auto- 


voiding 
exceed 
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matie consecutive numbering of checks, 
automatic printing of dates, automatic 
form alignment, automatie opening and 
closing of front feed carriage, automatic 
check protection, full visibility of all 
entries and automatic printing of all 
balances, stored column totals or 
totals. Machine is priced at $4,500. 


TYPE COMPOSING MACHINE 
Filmotype, 60 W, Superior, Chicago 10, 


[ll., makes the Filmotype photo-compos- 
ing machine for offset and other repro- 


sub 


duction produces sharp 
proofs on paper or film of over 700 dif- 
ferent letter styles, 12 pt. to 144 pt., 
including popular types and handlettered 
characters. Free Style Catalog from 
above address. 


processes. It 


DESK 

Brunswick-Balke-Collend- 
er Co., 623 S. Wabash Ave., 
Chieago 5, Ill., makes a 
single pedestal desk with 
choice of natural maple 
finish or plastie top in four 
different sizes. Pedestal, 
which may be installed at 
either has a_ lower 
standard file drawer. The 
center drawer with lock is 
optional and the knee panel 
can be red or gray. Desk 
frame and legs are metal. 
This company is also mak- 
ing an all-purpose chair 
and a line of Adap-Tables 


side, 
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in trapezoidal, round, half-round and ree 
tangular shapes which can be grouped 
to form different shapes to perform an 
office job which will be speeded when 
workers and materials can 
specific workflow positions. 
mation 


be located in 
Full 


infor- 
from above address, 


PRINTING TIME RECORDER 


Cincinnati Time Reeorder Co., 173: 


Central Ave., Cincinnati 14, Ohio, makes 
the CSR Master Time Printer, a daytime 


recording apparatus for application 
wherever printed confirmation of remote 
procedures, actions or methods are re- 
quired. It can be used as a central re- 





corder for outlying watchmen stations, CARRYING CASES 

as a recorder in fire alarm equipment or Smead Mfg. Co., Dept. 4-3, Hastings, 
as a locator producing a printed record, Minn., makes wallets which have the 
as a recorder in security systems where quality of ‘‘on-the-street’’ carrying cases 
doors, files, locks, ete., must be moni 

tored; for time study control in conjunc- 

tion with machines to give a printed 

record of production time and for an- 

nunciator use where printed records are 

desirable. Whenever a pair of contacts 

are made at a remote station, the CSR 

Master Time Printer registers cor- 

responding station symbol with the exact 

time and date on a standard 244” paper 

tape. It has a capacity of 30 stations and 

will automatically accept, monitor and 

record all station information regardless 

of simultaneous station operation or 

sequence. A recorder unit and a relay 

unit are used. The recorder (pictured) 

is 1214” x 1214” x 8%” and weighs 30 

lbs., for shelf or table mounting. The because of their Leather-Like finish and 
hinged power and relay panel is housed Glyd-Lock fastener. These wallets are 
in a wall mounted steel cabinet 15” x 15” long wearing, attractive and economical; 
x 6” which weighs 35 Ibs. come in four sizes with 1%” expansion 


All-purpose office rule. Lies flat on all surfaces. Cannot 
slip nor slide. Precision ground edges. Graduations 
acid-etched below surface of metal—will never wear off. 
Made of clockspring tempered. steel, heavily nickel 
plated. 


9°'-12''-15""-18"-24" lengths. 


NATIONAL RULE CO. 
Rochester 14, N. Y. 


Sixteenths or Metrics. 





WORLD'S LARGEST COPYHOLDER 


Giant size 33” x 15” No-Skip Lin-R 
is functionally designed of light- 
weight aluminum with no unessen- 
tials. It holds up to a half-inch of 
loose sheets, drawings, etc. Has ad- 
justable aluminum line indicator. 
Small size, stenographic-typist mod- 
el, also available. From $12.95 tax 
included. Write for brochure. 


KAYE LELAND CO., 51 East 42nd Street, New York 17, N. Y. 
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NOW... in one compact unit! 





compact unit, 1642” x 2312” overall, with only one knob to turn, can be 


simple This newest development in photocopy machines, now available in one 
1 operated easily by any girl in your office. 


handsome Glossy black with white trim — looks well anywhere. 


accurate No matter how fine the detail, or what the colors, if you can see it in the 
original you will see it in the photocopy. 


is single or double sided, opaque or translucent, white or colored. Photo- 
rapid’s legally accepted copies are ready for instant use, eliminating oe 
typing, hand copying and checking —or costly outside copying. Wit 
Photorapid you can make single side copies, double side (to reduce filing 
space), transparent copies for use as masters with diazo or blueprints, 
tissue copies for air mail — all at an unbelievably low cost. Also two-part 
models for copying from books without removing or injuring pages. 


versatile Produces exact, letter-perfect copies up to 14” wide — whether the original 


fast ———= In seconds your finished, perfect copy is ready. 
uni e ativanta a Closed tight when not in use — solution keeps longer. 
qu Non-metallic construction prevents corrosion. 


¢ Write For Details, Dept. O-2. 
tyra 105 CHAMBERS ST.» NEW YORK 7, N. Y.*BA 7-4150 
sf ponnTee Carbon Papers © Inked Ribbons ¢ Duplicating Supplies and Equipment 


“Devoted to the art of im proving impressions’ 





or 3144” expansion. The latter expanding 
file type is made in note, letter and legal 
sizes; indexed from A to Z. The Glyd- 
Loe fastener has easy opening and posi- 
tive closing action. The Leather-Like 
finish will withstand humidity and 
moisture, will not soil clothing and is 
light to carry. A free legal size sample 
can be had from the above address by 
requesting it on your business Jetterhead. 


STATIC ELIMINATOR 


American Stencil Mfg. Co., Denver 5, 
Colo., makes an inexpensive, easy to use, 
static eliminator for duplicators. This 
static eliminator is a liquid which is 
merely applied to the stencil with a wad 
of cotton before or after it is put on 
any type of machine. It eliminates static 
on all kinds of work, including trouble- 
some newsprint. The solution is sold in 
convenient 4 oz. bottles, enough to last 
for a year in most operations and costs 
only a fraction of a cent per application. 
It can be used on any stencil or machine. 


PRINTING SALES KIT 


Arthur Thompson & Co., 111 Market 
Place, Baltimore 2, Md., offers dealers a 
service to help them sell printing. There 
is a letterhead kit which contains 60 
samples of colorfully lithographed letter- 


2° 


heads with 73 salable ideas and a 32- 
page book of Quickie Layouts with which 
the dealer can show the customer a 
visualization of his job on any of the 


_..this time it’s Twins! 


NEW MORRIS 
double 
SAFE-T-SET 


won't spill—can’t leak 


its Puddle-Proof! 


The ultimate in writing convenience — 
the new Morris Safe-T-Set with the 
exclusive Morris Safety Feature. Tip it 
... Tilt it. ..Turn it upside down. Won't 
LEAK. Can’t SPILL. It’s PUDDLE-PROOF! 
Ideal for the busy executive who desires 
two styles of pen points or two colors of 
ink. The Morris Safe-T-Set has the pen 
with a point in your favor—a Morris 
hard-tip point. A point to suit your indi- 
vidual writing style. The finest desk set 
at ANY price. WRITINGS BELIEVING. 


118 


PUDDLE-PROOF (See your stationer 
or office supplier today.) 


Cy 
BERT M. Morris co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIF. 


In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 
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REYNOLDS & REYNOLDS PRECISION MADE 


ACCOUNTING MACHINE FORMS 


ASSURE YOU OF MAXIMUM 


She 


Cu 
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REYNOLDS8 REYNOLDS 


ACCOUNTING MACHINE EFFICIENCY! 


PERFECT REGISTRATION GUARANTEED... Reynolds & Reynolds 
highly skilled specialists assure you of precision made accounting ma- 
chine forms. 
QUALITY FORMS AT LOW COST... mass production and an exclusive 
new process make Reynolds & Reynolds the leader in accounting 
machine forms production. This know how and efficiency, gained 
through years of experience, saves you money. 
PROMPT DELIVERY . . . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. 
COMPLETE SOURCE OF SUPPLY ... Reynolds & Reynolds can furnish 
binders, indexes, carbon paper, filing trays, stands and your other print- 
ing requirements. 
Reynolds & Reynolds is 
headquarters for all Accounting 
Machine Forms! 


Sele ; 


> 
a 
e 
n 
= 
= 
= 
Lad 


The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohie 

Please send me pl 
Accounting Machine Forms 





Moke of Machine 


Sarath | & 





Name 








Firm Name 








THE NEW AJAX ELECTRIC 
QUICK-SET MACHINE 


Designed for rapid change of num- 
bers. Extremely reliable and positive in 
nature. Almost 2" of space available 
into which figure wheels, letter wheels, 
date wheels and barrel wheels can be 
inserted. Up to 15 wheels can be pro- 
vided. 


Locating guides and special platforms 
for proper registration on all kinds of 
business forms can be furnished. 


Send for complete catalog on all 
types of timing, dating and num- 
bering machines 


AJAX TIME STAMP €O., INC. 


MANUFACTURERS 


368 BROADWAY 
NEW YORK 13, N. Y. 





lithographed letterheads. There are also 
16 sales promotion and seasonal mailings 
complete with suggested copy, and 15 
pages (over $200 worth) of modern ad- 
vertising artwork and lettering suitable 
for reproduction by letterpress, offset or 
other duplicating process. A convenient 
estimate sheet can be reproduced for the 
dealer’s own use. Dealers who produce 
printing or duplicating in any process 
will find this selling material a valuable 
aid in selling and producing modern 
direct main merchandising for customers. 
The entire kit is free from above address 
to dealers requesting it on their business 
letterheads, 


DUPLICATING STENCIL 

Bohn Duplicator Corp., 260 Fifth Ave., 
New York 1, N. Y., makes B D C Stencils 
with the carbon cushion sheet factory- 
attached like an interleaved form with 
snap-out carbons. This feature saves the 
typist’s time siuce it is never necessary 
to handle or insert a separate carbon 
sheet, nor to save the carbon for re-use. 

















Each stencil is ready to type as soon as 
it is taken from the box. BDC Stencils 
come in Soft-Green, a laboratory-proved 
stencil color. Tests under all typing con 
ditions have shown that black copy 
against the soft tinted green background 
reduces eye-fatigue and decreases errors. 
Proofreading becomes as effortless as 
reading a typed letter. B D C 
ininimizes type clogging, does not require 


coating 


a top film and will produce the sharpest 
impressions on all makes of mimeograph 
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> FLEXIBLE SAFETY 
> KEYBOARD PREVENTS 


ERRORS... FAST... 
QUIET... EASY TO 
OPERATE! 





Models with 7 and 
8 columns available at 
small additional cost. 


GRRE 


GET FACTS ABOUT THE 
REGNA ADDING MACHINE NOW! 


Gentlemen: 

Please rush more information on the Regna Adding ! 
Machine and tell me how | can become a Regna dealer. 
Nome 








| 
Company.............. wie Sunnie gina nibs ee aon | 
Address 

1 


City as ee 
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A Ritchie Air Cushion 
BELONGS 


Under Every 
Office Machine 


AIR-CHAMBER—> 
stops vibration... 
softens touch 


SPONGE RUBBER~ 
Absorbs noise 


@ At last—an attractive ee 
type cushion that definite 
t 


y softens 
ane 


06 6s 


e clatter of typewriters 
and electric) . . . adding mac 
and all business machines! 


@ And more than that... the 
RITCHIE AIR CUSHION eliminates 


fatiguing and costly vibration! 


@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 
ciency that will pay big dividends in 
fewer errors caused by jangled nerves 
. .. and higher production . . . better 
morale! 

DEALERS: The effectiveness of the RITCHIE 
AIR CUSHION offers unlimited sales and profits 
to wide-awake dealers. Write for prices and 


discount data on this EASY TO SELL office 
necessity. 


If your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


2555 North Sydenham Street 
Box 6924, Philadelphia 32, Pa. 


machines. The B D C Stencil is no 
more expensive than other stencils. Free 
samples and complete information from 


above address. 


MACHINE STAND 

Weber Bros. Metal Works, 106 N. 
Jefferson St., Chicago 6, Ill, makes the 
MS-300 Styline Stand, a sway-proof, 
safe foundation for heavy electric ma- 
chines, 
snagged hose and bruised shins. Stream- 
lined styling is achieved through use of 
a heavy tubular steel base in 
gray baked hammertone finish, which as- 
sures a firm support for all machines. 


Its greater leg room eliminates 


art ve 
gauge 


The stand is fully mobile as its elevator 
construction permits quick shifting from 
solid, rubber-tipped feet to noiseless, 
rubber composition rollers. All sharp 
edges, angles and crossbars have been 
eliminated. There is plenty of room for 
manuscripts, notebooks or correspondence 
on an extension leaf which can be used 
on either side. Skid-proof table top has 
adequate room for any office machine. 
Table’s height of 27%” assures a most 
satisfactory and convenient working 
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NOW... SHIPPING PAPERWORK 


SIMPLIFIED TO 


CUT COSTS 


~ Uli 


, / 


\ y hg 
New WEBER TAB-ON STENCIL is typed with forms, 
then used to address labels, tags, and direct-to-containers 


Before your product can be shipped, 
paperwork must be made out and con- 
tainers addressed, Here’s a system 
that will help you do both in less 
time, with less labor. 

Typist sticks Tab-On Stencil to bill- 
of-lading or invoice form over the 
“Ship To” area. In one typing the 
forms and stencil are prepared with 
the ship-to address. Then the Tab- 
On Stencil is sent with the shipping 
copy to the shipping department 
where it is clipped over the pad of 


another 





MAIL FOR FOLDER ON TAB-ON SYSTEM & RJ-1 HAND PRINTER 
a 


an RJ-1 Hand Printer. After oper- 
ator addresses the necessary labels, 
tags, or containers at the rate of 40 
to 50 per minute, he destroys the 
stencil. Final result: typing time 
saved, shipping errors eliminated, 
costs cut. 


FINEST HAND PRINTER IN USE TODAY-WEBER RJ-1 


Fast, clean. Reservoir holds 
enough ink for 7,500-10,000 
prints. Can be supplied with one 
or two counters for count control. 





Individval__.___ EEE 


|Weber| |“ 


Address i eaili 


system } city 





WEBER LABEL AND MARKING SYSTEMS 
Div.—Weber Addressing Machine Co. 
Mount Prospect, Illinois 
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Zone a a sesinietiie 





WEBER LABEL AND MARKING SYSTEMS 
Dept. 0-2, Mt. Prospect, Iilinois 





90a," 


level. Top measures 17144” x 2234” with 
Styline Stands are 
easily assembled in less than two 


a leaf 12%” x 23%” 
minutes. Shipped flat in a carton, the 
legs unfold and lock securely into posi 
tion. Also made in three other popular 
models including a standing type. Illus 
trated literature from above address. 


FILING UNIT 

Cel-U-Dex Corp., 1 Main St., Brooklyn 
1, N. Y., makes the Hide-A-File, a e¢om- 
plete, ready-to-use filing system, simple 
in Operation, suited to the requirements 
of the home, as well as any business or 
profession. It is completely funetional. A 
variety of optional equipment is avail- 
able to meet personal requirements. 
There is a double drawer with set of 5” 


) 


x 3” printed A to Z guides for names, 


POSITIVELY 
WILL NOT HARDEN ON 
PAD IN ANY CLIMATE! 


addresses, ete. One set of guides is num- 
bered 1 to 31 for daily appointments and 


OFFSET... 
N SMUDGE... 
SLIPSHEETING 


New Canode DRI-RITE 100 is 
the finest easiest-to-use duplicat- 
ing ink you can buy! On mimeo 
bond (and some rag stock) it 
dries as it stacks. New formula 
and processing give sharp 
BLACK reproduction SAFELY 
... On open or closed drum du- 
plicating machines. Will not clog 
pads, harden in cylinders or 
damage stencils. Performance 
GUARANTEED! 

I-lb. FLAT or ROUND CAN 

Va-lb. PLASTIC SQUEEZE DISPENSER 


Write for name of nearest jobber! 


INK SPECIALTIES CO., INC. 
523 N. HALSTED ST., CHICAGO 22, ILL. 





tickler filing. For home use, there is a 
set of printed recipe guides. An ample 
supply of 5” x 3” ruled index ecards for 
use with the guides is provided. This 
ecard file drawer also contains one set of 
6” x 4" printed A to Z guides for vari- 
ous business records: one set of daily, 
numbered 1 to 31 guides as an extended 
tickler file, and one set of Jan.-Dee. 
guides for caneclled cheeks or similar 
records, An ample supply on’ Se 4" 
horizontally ruled ecards is included. The 
interior arrangement is flexible; both sec 
tions of the drawer can be adapted to 
various record systems as required, Two 
correspondence file) drawers are each 
equipped with a complete set of Vers-A 
File material, which makes access and 


filing easier and pinpoints classifications 
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Speeds counting 


... also “rubber stamping,” 


cuts cost! 


A common, and expensive, hidden 
operating cost is the practice of counting 
or imprinting paper items by hand. Few 
firms compute the salary hours spent on 
such work, or realize the substantial 
savings possible with the Tickometer. 


Manual counting and imprinting are 
no longer necessary — thanks to the 
remarkabl-, electrically operated Ticko- 
meter. 

This modern office machine automat- 


ically counts coupons, cards, tranfers, 
sales slips, labels, tabs, tickets, at from 


500 to 1,000 pieces per minute! It feeds 4 
and stacks automatically, stops for ' 


damaged or irregular items, records 
part and whole runs. 


In many firms the Tickometer is used 
to “rubber stamp,” imprint, date or 
cancel—as it counts. Makers of food and 
drug products code their package labels 
with it, to prevent imitations, identify 
origins, inspectors, factory lots—easily, 
quickly, cheaply. 


PITNEY-BOWES 


2 Tickometer 


Counting, Imprinting Machine 


Made by the originators of the postage meter 
... Offices in 93 cities in U. S. and Canada. 
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md 


Easy to use, the Tickometer does not 
demand Rented, 
rather than sold, it pays for itself 
promptly. 


trained operators. 


Want something counted? Call the 
nearest Pitney-Bowes office for demon- 
stration, or send for the free illustrated 
booklet and case histories. 





PitNEY-BoweEs, INc., 
3444 Pacific St., Stamford, Conn, 


Send Tickometer booklet 


} Send case studies 


z 
r 
3 





§ Address 








new improved PORTABLE 
PAPER GATHERING MACHINE 


saves time and expense 
anywhere...anytime! 








>» Most companies recognize the 
fatigue and confusion created by the 
task of assembling sales bulletins, 
price lists and other types of dupli- 
cated papers into sets. Yet because 
these operations may be “spread 
out” through many different depart- 
ments, it is often difficult to realize 
that they cause hundreds and thou- 
sands of dollars of needless expense. 


With this light weight compact 
Thomas Table-Top Collator, you 
can put 8 extra helping hands to ‘enn ee 
work anywhere there is a paper 5 and 8-bin models available. 
assembling job to do. One operator cee eee 

. . working easily and comfortably Tilted bins and patented Ejectomatic feed — 
gathers completed sets twice as fast assure smooth, dependable operation. 
as by old-fashioned hand assembly Mage TEAS oh 
methods, with verified savings to rea onedbiorignde ss scaiains. sete at 
50%. And the Table-Top is accurate ad ayes aa Co 
as well as fast . . . permits a constant No set up time—always ready for use. 
check on every collated set so that cee eee 
blank or misprinted pages don’t slip 1-year guarantee—maintenance costs 
through . . . so simple that anyone practically non-existent. 


can operate it. Kiictants!- Sabla? citataenle 7 
3 : ’ : Takes standard 82” x 11” or 8Y%2” x 14 

: For full obligation-free informa- sheets—optional adjustable trays permit 
tion, write to Dept. B. handling sheets from 3/2”x 8” to 842” x14”. 


FEATURES 


Light weight and compact—occupies only 
16” x 27” of desk space. 


*ee*eeeeeneeeeeeneteenteeneeeneeneeneeeneeeneeeeeeneeeeeeneteeeeeeeneeneee 


L, ie | | FREE. Write for Collating Demon- 
| saa | ~ -< stration and/or Collating Analysis 
° as ° “a tor > Sheet . . . shows you how to save 


* ae , , up to 50%. Also available, free 
Specialists in Paper Gathering bulletins on new Table-Top 


30 Church St., New York 7, N.Y. eg. Mods! {ocr models and hia 


135 SALES AND SERVICE OFFICES FROM COAST TO COAST 
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by color. Each drawer also has a Div-I- | 


Dex installation to keep folders upright 
in neat order and save space. Well 
organized interior arrangements provide 
a large amount of storage space. Stand- 
ard are two sturdy storage shelves but a 
variety of accommodations is possible. 
These include a safe, bar unit, refrig- 
erator and facilities for books, albums, 
radios, television, phonographs, ete. On 
special order, any kind of interior fitting 
may be had. Other facilities are avail- 
able including a pull-out shelf that will 
hold a ‘typewriter. Period models have 
been created to fit various styles of in- 
terior decoration. Standard items include 
cabinets in blonde modern; traditional in 
a French Renaissance design in walnut; 
Chinese mahogany with ornate decorative 
styling, and Colonial with H-hinges. In- 
terior doors of the storage unit and the 
file unit have separate locks, in addi- 
tion to the combination lock on the safe. 


PLASTIC BINDING KITS 


Tauber Plastics, Inc., Dept. OF, 200 
Hudson St., New York 13, N. Y., has 
created inexpensive office bookbinding 
kits, enabling anyone to produce attrac- 
tive looseleaf plastic binding. Offices save 


money using it for presentations, reports, 
inventory sheets, advertising, etc. The 
3-punch and 4-punch plastic binding kits, 
supplied with 150 Tauber Tubes, have 
resulted from the acceptance of the 2- 
punch kit, introduced previously. Addi 
tional tubes are always available in 
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METAL PLATE 
ADDRESSING MACHINE 


Indestructible heavy portable model. Prints thru a 
ribbon in black. Most practical of all types. No inking 
or other preparations necessary. Always ready for in- 
stant use. Embossed plates only 5c each—mail orders 
filled in 48 hours. 

A GREAT TIME SAVER in addressing statements, en- 
velopes. (any size), pay checks, time cards, social 
security forms, tags, labels, etc. Makes carbon copies. 


made by 
NETTLE MANUFACTURING COMPANY 


27 Huntington Ave. Boston 16, Mass. 
Send for circular "E'S and 10 day free trial offer. 





Standard Copyholder 


Size: 
9x13 
Inches 


Comes 
with 
three 
attach 
ments 


$8.85 


Delivered 


Meets every typing need, including legal and 
billing work. Fits any size book or page. Steel 
construction. Increases efficiency and elim- 
inates eyestrain. 

See Your Dealer or Write: 


STANDARD COPYHOLDER 
SALES & DIST. CO., Dept. 10, 


3145 Perlita Avenue 
Los Angeles 39, California 





MANUFACTURERS OF DURALUMINUM 


HOLDERS 


MANY 
STYLES 


MG. CO., INC. 


P. O. BOX 243 











Lansdale Products Corpordtion, 


Burroughs 


Lansdale. Pa 


Select Rough — Rebuilt 


BOOKKEEPING 
CALCULATING 
ACCOUNTING 
AppING ANS BILLING machines bought, sold, 


fronted, repaired or re- 
ACME __ 


* conditioned. Write for 
ADDING MACHINE 


current prices. 
SERVICE & SALES 350 BROADWAY, NEW YORK 13, N.Y. 
CORP. Since 1927 


WO 4-1240* cable: Hodgmach 
CASH REGISTER 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST... MT. PROSPECT, iLL 


busy executives. 


of which 
all model 


diameters of 3/16” to 1”, all 
fit the same slots punched by 
3inding Kits. Tubes are 
rapidly inserted by hand. The Tauber 
machine punches approximately 15 sheets 
at a time depending on thickness, The 
3-punch kit is $16.90 and the 4-punch 
Tauber Plastic Binding Kit is $29.90. 
Write above address for complete infor- 
mation. 


Tauber Plastie 


EXECUTIVE POSTURE CHAIR 

Milwaukee Chair Co., 3022 W. Center 
St., Milwaukee, Wis., makes the Relax- 
ator-Posture Executive Chair. This 
luxuriously proportioned chair features 
advanced posture design, individually ad- 
justable and self-fitting to provide the 


ultimate in comfort for working hours; 
special head-rest and reeline-action for 
relaxation position. Especially designed 
for executives to provide not only the 
maximum in working comfort, but to 
make possible those precious minutes of 
relaxed rest prescribed by doctors for 
The seat, back and arm- 
rests of the chair feature contour-molded 
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THE EASY way 
TO DESTROY | 
OLD PAPERS 


The new “Silver Executive” Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips... 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL ,/STREET ‘ ‘*SALEM, OHIO 














® TYPE CLEANER 


Stationers write: 
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HOW TO 
INCREASE 


...wWithout 
increasing 
overhead 


Printers, Dealers and 
Agents, RogersnaP’s 
service of offering the 
best in carbon inter- 
leaved snapout busi- 
ness forms is available 
to you for your cus- 
tomers at a good profit, 
for yourself. 

Stock forms ready for 
imprinting are also 
available in W-2 Forms 
and Envelopes - Bills of 
Lading - Purchase Or- 
ders - Voucher Checks - 
Repli - Memos - Sales- 
man’s Contact Reports. 

It will pay you to in- 
vestigate RogersnaP’s 
service. 


Write, wire or phone 





BUSINESS FORMS | 


TELEPHONE 
RI-5816 


139A Howell St.Dallas,Texas 
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| Latex 
| leathers and leather-fabrie combinations 
is available. Full details from above ad- 


| dress. 





cushioning. A wide range of 


STORM RACK 
Vogel-Peterson Co., 1121 West 37th St., 
Chicago 9, Ill, makes the Stormrak 


| which has 8 holders for umbrellas and 


three shelves for 9 or more pairs of 
overshoes or rubbers. It permits a clean, 
orderly arrangement of unsightly stormy 





weather paraphernalia and saves carpet- 
ing where people gather. It eliminates 
opening umbrellas for drying which takes 
up floorspace. Quality built of heavy 
gauge welded steel, its modern functional 
design fits in anywhere. Each umbrella 
rack has a removable pan to accumulate 
drippings. Finished in gray baked 
enamel, 


LIGHTING FIXTURE 

Day-Brite Lighting Inc., 16 North 9th 
St., St. Louis 1, Mo., announces the in- 
vention and production of the Para- 
Louver which reduces lengthwise bright- 
ness of a parabolic troffer by 50% with- 
out changing the efficiency of the fixture. 
The parabola is divided into segments 
and projected onto a flat surface. A sec- 
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@ Consists of plastic base on which wage discs are placed, and topped 
by plastic dial, One turn of dial gives length of time worked and 
wages earned in straight time, overtime, or both, Daily basis u 

6 days also instantly computed. 

@ Wage discs are interchangeable, and applicable disc is inserted 
quickly b lifting off movable dial. Extra discs of standard wage rates 
come with each unit, and blank discs are available for wr ting in 


WAL xct MPTERS 
Figures 
Payrolls 
In 1/3 of 
Former Time! 





Co., Inc., 403 N. Munford St., Ri 


Accurate! 
SOLD ON MONEY BACK 
GUARANTEE 


Price $19.75 
Including Assorted Wage Dises 


(In ordering, specify 
your wage rates) 


chmond 20, Va. 











unusual hourly rates. 
See Your Dealer or Write; Evans Specialty 





ONLY REX- ROTARY HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


ow 


Electric Multi Color 


STENCIL 
DUPLICATOR 


REX- ROTARY piste. Corp. : 19:'W. 31, New York ° Wi 7-4927 
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It’s exclusive with the revoluti 
Rex-Rotary 0270...an at 
ridge is inserted, a dial set for the 
degree of inking, and the machine 
needs no further attention... all 
copies come out perfectly and uni. 
formly printed...no more under- 
or over-inked copies... re-inking 
not necessary ..0 bell announces 
when it’s time to insert a ne 
cartridge. " 


..- with printing press isi 
precision, on 
ed sheets or small cards, the 
ee steel grey Rex-Rotary 
og does a fast job in any color 
Pere nciey poy and with more 
my and flexibilit 
other machine. a tag 
aoaoaeee2eeem 
Rex Corp. 19 W. 31 St, Mew York 1, WT 
Ren-Rotery Di iematian chet tha enw Rs-teery 0270 Gop <d | 
Ss 
608 $$ = — —_—_ —_—————_—__ nnne i 
aood 
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ONLY THE 
REMINGTON OFFICE-RITER 
GIVES YOU 
THIS RICH NEW MARKET 


There’s a big market for a fully-featured 
office typewriter in compact size...a machine 
that is fully capable of handling the normal 
typing requirements of the small business or 


professional office. And this profitable mar- | 


ket is ready to buy the new Remington Office- 
riter ... the only compact office typewriter 
with these performance features: 


i OTS LITE: HME 


@ Handles paper up to 11” wide. © 
Writes a full 10-3/10” line. 
Produces 10 good carbon copies. 
Cuts a clean, sharp stencil. 

Sets up quickly for billings, 
listings, with Miracle Tab. 

@ Has full standard keyboard... 


familiar to every typist. 


Remington. Fland. 
DEALER SALES DIVISION 


31S FOURTH AVENUE, NEW YORK 10 
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ond series of parabolas, with an axis to 
reflect the light upwards, joins the larger 
segments so that all the light is con 
trolled. Coining was the only method of 
manufacture that insured the absolute 
detail of the original design being pro 
duced on every production-made louver. 
The Para-Louver lowers the lengthwise 
brightness of their Alzak Aluminum 
Parabolic Troffer from its previous 1.2 
candles to approximately .6 candles per 
square inch. Efficiency of the fixture has 
not been changed. Day-Brite Alzak 
Aluminum Parabolic Troffers can now be 
installed at any angle with a guarantee 


| of comfort. Write for the, ‘‘The Story 
Behind the New Day-Brite Para-Louver; 


What It Will Do for You.’’ 


MACHINE WASHER 


William Dreusicke & Co., Lutzowstr. 
3, Berlin W 35, Germany, makes the 
Model 53 Drego office machine washer 
with a patented, variable jet inside the 
front of the tank. The nozzle is T- 
shaped and has loose arms with adjust- 
able jet diffusers at different levels. A 


| bottom jet drives the machine turntable 


and the speed of its revolutions can be 
regulated by adjusting this jet’s posi- 
tion. In use, a machine is placed on the 
turntable, the top is closed and the 
pump started. The washer automatically 
cleans the machine thoroughly and 
seldom requires using hose nozzle. Clean- 
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ing process is completed in a few 
minutes. Washer’s lid seals hermetically 
and is fitted with acid-proof material. 
Its lowered height makes is easier for 
anyone to insert and remove machines 
and the cleaning process can be watched 
and controlled comfortably. Drego Wash- 
ers are made with either footpedal or 
electric pumps. Illustrated literature from 
above address, 


TYPEWRITER STABILIZER 
Pres-To-Line Corp. of America, 2339 
Cotner Ave., Los Angeles 64, Calif., 
makes the Pres-To-Line Desk Stabilizer, 
a foolproof locking device which holds 
the typewriter platform firm and gives 
rigid support to the typewriter. It will 


support over 200 Ibs. yet is collapsible 
to 17” to fit into a desk drawer for 
storage. Easily adjustable to a fraction 
of an inch up to 31”. It has an instant 
fingertip release. The Pres-To-Line Desk 
Stabilizer is of all-steel construction. 
Rubber tips at both ends prevent any 
give or slide and insure against scar- 
ring of the floor or desk. Sturdily con 
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LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 


Wraps are exposed to air 
and light. Employees do not face the weather 
in damp wraps that have been crumpled in 
dark lockers — do not eat soggy lunches, 
soaked by wet hats or gloves, Each person has 
his own spaced coat hanger, ventilated hat 


shelf and 12" x 12" x 15" deep lock box for 
lunches, tools and personal effects. 


Lockerettes save space too... the No. 6-12 
(2 column) accommodates 12 people in 6 
feet; the No. 9-18 (illustrated) accommo- 
dates 18 in 9 feet. 


More salable because they keep wraps 
“in press.” 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN OL-10 


VOGEL-PETERSON CO. 


1121 West 37th St Chicago 9, til 








WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Emperial 


ASK YOUR DEALER 


Imperial 
DESK CO. 
Evansville, indiana 


| Los Angeles 48, Calif., 











SORT-O-FILE sorters save 20% 
to 60% of the time te 


Tell us your sorting problem. 


P.O. Box 12652, Los Angeles 39, Calif. 





For Your Annual 


picker ited ROLLER CHANGE 


Insist on a 
“Futuristic” 
5-Star Platen 


Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 
AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











ALL MAKES AND ALL MODELS 


WRITE FOR OUR PRICES—TODAY'! 


“America’s Largest Rebuilders, of Calou 
This month's poe LAS-160, 


Mercury Business Machines Co., Inc 


{Corner ZOth St.) New York 3 
7-0055 


900 Broadway 


GRamercy 


lators."’ 
60, LA5.200, 100% Rebuilt. | 





structed to give lifelong service without 


| adjustments or repairs while it prevents 


unnecessary fatigue, frayed nerves and 
reduces typing errors by eliminating the 
bounce, wobble and sway of typewriter 
platforms. 


DOUBLE PEN SET 


Bert M. Morris Co., 8651 West 3rd St., 
makes the Morris 
Twin Safe-T-Set, which is compact, mod- 
ern in design and engineered to be Jeak- 
proof. Each well holds two full ounces of 


ink and is ideal for those who need two 
styles of pen points and two colors of 
ink. It is equipped with Morris hard 
tipped points for long wear and available 
in eight rich colors. Each set is in- 
dividually boxed and retails at $7.50. 


CARBON PAPER 


American Carbon Paper Mfg. Co., En- 
is, Texas, announces that their Official 


Brand Carbon Paper is now backprinted 
to give it smart, modern design. Official 


Tue Orrice—February, 1954 











BA 
ger "fp 


WAZ 
‘ 


STEEL SHELVING 


with new, rigid 
"Twin-Post" corners 


Here's the one shelving that 
has both the strength and fine 
appearance for most of your 
office, storeroom and ware- 
house shelving needs. 16 gauge 
"'Twin-Post’’ corners are actu- 
ally 2 posts with 3 strong cor- 
ners . . . shelves fit tightly, 
4] everything stays in line. Finish 
is smooth baked-on Airline 
Grey or Olive Green enamel. 
18 or 20 gauge shelves avail- 
able in a wide range of sizes. 


See your office wuety dealer 
or write us for specifications. 























2013 Central Ave. ici 18, Minn. 


AT HAND.. 
IN THE RIGHT 
HANDS! 


with 


wth 


A METHOD FOR FILING AND CONTROLLING KEYS 


With Moore Key Control TeLKgzz, you never 
have to worry where keys are...or who has 
them—they’re instantly available in neat, 
compact cabinets, easy to set up and operate. 
Saves cost of expensive lock repair and re- 
placement, too. Moore Key Control usually 
pays for itself the very first year you own it. 


P. 0. MOORE, INC. 


302 Fourth Avenue, New York 10, N. Y. 








OFFICE MANAGERS! 
KEEP EXPENSES DOWN 
4-WAYS fa 








1. Eliminate hours of 
costly hand typing 
2. Eliminate proof- 
reading 
3. Completely 
nate errors 
4. Eliminate sending 

out for photo copies 


WITH 
EXACT - PHOTE - COPY 


ALL ELECTRIC . ALL-IN-ONE UNIT 
Get DRY photo copies in your own office 
automatically in seconds. 
it doesn’t cost, it py" you to own the new, compact 
EXACT-PHOTE-CO machine, There’s NO darkroom, 
NO chemical fumes, NO washing, NO fixing, NO drying. 
Simple to operate. Produces 60 to 90 copies per hour of 
anything typed, gar printed or drawn. Size 12” 
wide by any length, 1-side or 2-sides. 110V AC. Grey 

vinyl exterior. 47 Ibs. Prices start at $105.00. 
Made in U. S. A. Fully Guaranteed 
Write for FREE brochure today . 
GENERAL PHOTO PRODUCTS co. “INC. 
15 SUMMIT AVE., CHATHAM, NEW JERSEY 
Manufacturers of dry and wet process photo 
copy equipment. 
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Loose & 
Leaf 


BINDERS for 


STORAGE COVERS, 
Style CSP 

Strong pressboard with 
heavy 2-piece canvas 
hinge for maximum flex- 
ibility. Sizes 8'/2''x8!/."" to 
17"'x1474"". 


EXTRA STRONG 


BINDERS, Style CSC 
* THIN Full canvas bound for 


permanent records stor- 
POST BINDERS, age. Sizes 8!/,"'x8'/," to 
Style TP 


17"'x14", open backs. 
Solid 4" posts, PRESSBUTTON POST 
guaranteed un- BINDERS, Style KP 
tere? Php be Keyless with '" posts. 
By. Sizes 8!/2"'xl05%"" to 17''x 
hinges. Sizes 8!/ ‘ 
x1084" to. 17x 14%". 
1474" ‘ THIN PRONG 
WRITE BINDERS, Style PB 


2"' capacity only, Sizes 
FOR CATALOG 8'/2"'x8'/2"" to 14''xl47%4". 


Role}) 2a 8 7 .\; 
Company, Inc. 
165 Duane St. N. Y. 13 


REctor 2-3273 





If your office isn’t a “one typewriter’ office, 
it shouldn't be a “one scale’ office either, 
or your mailing costs will be too high. To 
save loss of time (and money), confusion, 
return of mail for lack of adequate postage, 
place one of these attractive, convenient 
Pelouze Postal Scales on the desk of every 
secretary. Use the right scale for the right 
purpose—the new one pound accurate 
RS tha th ol N-1 PRINCESS showing exact postage 
—for all classes including fOr first class and air mail; the durable, 

Parcel Post dependable Z-2 in either 2 Ib. or 5 Ib. 
capacity with dial showing exact weights for all classes of mail WI Princens only 4° 
including parcel post by zones—larger A-Line Scales with ca- gs Wet 
pacities up to 50 lbs., for shipping rooms. 


To stop office confusion, errors and rushing around at mail time, order several 
of these accurate, low cost Pelouze Postal Scales today. 


Stocked by all leading stationers. 


PELOUZE MANUFACTURING CO. '7%°<*s:# *:- 


Evanston, Illinois 


The ageless art of Rome: The Temple of Apollo, Pompeii. 
GO PLACES with Walden Roberts Gronann (Photo courtesy Italian Tourist Office.) 


Do As The Romans Do... 


Ancient Rome produced 
the finest in art; Romans today appreciate 
quality and achievement. Do as the Romans 
do. Buy, use, Weldon Roberts Erasers, pre- 
ferred for finest quality the world-over to 
“Correct Mistakes In Any Language.” 

For your own exact requirements, select from 
the wide range of all-quality Weldon Roberts 
Eraser sizes and styles at your dealer’s. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 





World's 
Foremost 
Eraser 
Specialists 








930 ENSEMBLE (Pink and Gray Rubber). A combination eraser 
that does most everything. Handy  bias-beveled shape. Soft, 
pink pencil rubber joined to soft, gray ink eraser. For ink, 
pencil and crayon erasing. 
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Brand Carbon is a semi-plastic coated 
carbon made to prevent curl and Jay 
smooth and flat. Because of its plastic 
content, it has a distinctly crisp feel and 
a decided crackle when handled. Other 
features of this semi-plastic carbon are 
its sharp impressions and the non-smudge 
cleanness of its fine quality carbonized 
surface. It is available in three weights 
and four finishes to meet various typing 
needs and preferences. 


DOUBLE-COATED TAPE 
Minnesota Mining & Mfg. Co., St. Paul 
6, Minn., makes Scotch brand double- 
coated tissue Tape No. 400, which has a 
protective liner (tan rather than gray) 
to minimize loss of tackiness during 


storage. Liner removal has been made 
easier and the tape, minus the liner, is 
nearly 1-mil thinner than the original 


tape. No. 400 tape is designed for such 
jobs as mounting metal to metal, metal 


=z - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


OS, 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 





to wood (such as cuts to wood blocks in 
the printing trade) hanging bulletins or 
for splicing jobs involving paper, cloth 
and metal foils. The two-sided tape also 
sticks at a touch for such tasks as hold- 
ing mirrors in compacts, hat bands to 
straw hats and patterns to many layers 
of cloth for multiple, large scale cutting. 
The tape is being made available nation- 
ally in 4%” to 20” widths on 36-yd. rolls. 





| ~~ Get 20% more Filing 


Space per Drawer with 
NORTHWEST "Vv" 
EXPANDING FILES 











¥.; sir, 4 Northwest 
"Vv" expanding file 
drawers have the equi- 
valent in ‘work- 

able capacity" 

of 5  conven- 

tional files with 

rigid fronts. 


Letters can be 
easily removed 

—and replaced without 
touching the followers. 
Drawer contents are 
tightly compressed 

when drawer front is 
swung closed. File 
clerks everywhere like 
them, for they're time- 
savers and reduce fil- 

ing fatigue. Made in 2, 

3, 4 and 5 drawer models. 
details. IMMEDIATE DELIVERY, 


NORTHWEST METAL PRODUCTS CO. 


1337 E. Mason St., Dept. O, Green Bay, Wis. 


Write for complete 


- Iwai 


1wwuidad 


"/4e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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Automatic Office Demonstration 


The complete common-language data 
processing system used by United States 
Steel Corp. will be demonstrated at a 
special conference of American Manage- 
ment Assn., Feb. 25-26 at the Hotel 
Astor, New York. All clerical opera- 
tions are keyed to a common denom- 
inator, a 5-channel punched tape. Office 
machines are linked to automatic and 
electronic machines, reducing need for 
data duplicating and copying. Data are 
automatically recorded at the point of 
origin and perpetuated by different fig- 
uring and typing machines. Manufactur 
ers whose machines will be shown include 
Addressograph - Multigraph Corp., Bell 
System, Burroughs Corp., Commercial 
Controls Corp., Friden Calculating Ma- 
chine Co., International Business Ma 
chines Corp., National Cash Register Co., 
Remington Rand, Ine. and Western 
Union Telegraph Co. Close-circuit TV 
will show the system in operation. Con- 
ference fee is $40 for non-members. 


Management Science Institute 


William W. Cooper, associate professor 
of industrial management at Carnegie 
Institute of Technology, was elected the 
first president of the Institute of Man- 
agement Sciences at its organizational 
meeting in New York. George Kozmet- 
sky, Hughes Aircraft Co., was elected 
secretary-treasurer. The board of direc- 
tors -includes Andrew Vaszoni, Hughes 
Aircraft Co.; Merrill M. Flood, Colum- 
bia University; Cuthbert Hurd, Interna- 
tional Business Machines Corp.; Herbert 
A. Simon, Carnegie Institute of Tech- 
nology; Melvin E. Salveson, University 
of Calif. at Los Angeles; Les. H. Query, 
Eastman Kodak Co.; Alexander Orden, 
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Burroughs Research Laboratory. The ob- 
ject of the Institute is to disseminate 
information on technological advances 
pertaining to the business world in gen- 
eral, and specifically on the management 
level. 


15th Year for Los Angeles 


The Los Angeles Chapter of National 
Office Management Assn. started as the 
Office Management Assn. of Southern 
California on Feb. 27, 1939. It was 
chartered as a NOMA chapter May 1, 
1944, In the past 15 years, the group 
has grown tremendously and compara- 
tively few original members are still 
active. The chapter will be host to the 
NOMA conference in 1957. 


Executive Fellowships 


Nationwhile competition for executive 
development fellowships at Massachu- 
setts Institute of Technology closes 
March 5. The Alfred P. Sloan Founda- 
tion has made a new grant of $170,000. 
Firms can name candidates between 30- 
35 with 5-10 years managerial experi- 
ence. Applications from Executive De- 
velopment Program, M. I. T. School of 
Industrial Management, 50 Memorial 
Drive, Cambridge 39, Mass. 


Big Air Conditioning Job 


Owners of the Fidelity Philadelphia 
Trust Building, largest office structure in 
Philadelphia, have signed a contract for 
the largest air conditioning system ever 
installed as one project in an existing 
building, it was announced by Charles V. 
Fenn, vice president of the machinery 
and systems division of Carrier Corp. 
The year-round system will have a cool- 
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“Howd the Jones bill 
get clipped to this ? 


By accident, of course. Clips fre- 
quently pick up unrelated papers on 
the desk or in files. No telling where 
some papers—even valuable ones— 
may end up. 


BOSTITCH STAPLERS put an end to this 
waste and embarrassment. Staples 
close tight—won’t pick up other 
papers or mess up files. They’re 
neat, secure, don’t bulk up your fold- 
ers like clips ... thereby increasing 


BOSTITCH B-11 
Stapler, poster-tacker, bag-sealer 
and staple-remover, all-in-one! 
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file capacity. One staple will grip up 
to 32 sheets of 16-lb. bond with 
super-penetration of B-1]1 model. 
REMOVING STAPLES IS EASY AS PUTTING 
THEM IN with the built-in remover on 
the Bostitch B-1]1 or B8R. Specify 
B-11, in gleaming, attractive chrome, 
for heavier-duty performance; B8R 
for ordinary office work. 


Order Bostitch staplers through 
your stationer, or phone local 
Bostitch representative. 


Fasten it better and faster with 


BOSTITCH 


ie ee od AND STA PEGS 





hy way yor tiure— 
— ile Marchant! 


Whatever your figurework 
requirements, there’s a Marchant 
exactly suited to your needs... 

at a price soon repaid in 
greater work output. 


4 . 

Les Simple! 
Operating a Marchant 
is as simple as child’s- 
play. With a little 
practice, anyone in 
your office can 
become an efficient 


operator. '" Tt fast! 


Marchant’s quiet, 

smooth-running dial 

design gives you , 

calculating speed up Ltée gG Buyy/ 
to twice that of other 

calculators. Dollar for dollar, 
Marchant gives you 
more time-saving, 

: built-in automatic 
There's a Marchant Man nearby. He's ready to features with 
prove—by a free trial on your own work —that guaranteed accuracy 
Marchaont's your answer...any way you figure! control. 4 


MARCHANT wens. 


- 
hott} | 
ean eh 


~~ 





Just mail this coupon with your business 
letterhead to get your free... 
GUIDE TO MODERN 
FIGURING METHODS 
ILLUSTRATED BOOKLET ABOUT 
MARCHANT CALCULATORS 


MARCHANT CALCULATORS, INC. 
OAKLAND 8, CALIFORNIA 01 
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ing capacity equal to 5 million lbs. of 
ice melting daily, which will condition 
29 floors and 618,248 sq. ft. of office 
space. This tops the record for complete 
systems in existing buildings set six 
months ago by the Standard Oil of In- 
diana building in Chicago. For the first 
time in Carrier’s history, more work 
is being done in existing buildings than 
in new buildings. 


Consultant Census 


A census of management consultants 
to determine the number of individuals 
and firms engaged in the profession in 
the U. S. and Canada is being under- 
taken by the Assn. of Consulting Man- 
agement Engineers, Walter J. Semlow, 
chairman of its publication activities, 
announced, Mr. Semlow, 
Barrington said the 
purpose is to overcome a deficiency in 
reliable statistical information 
management consulting in North 
ica. One sets the 
firms and individuals them 
selves as management consultants at 15, 
000, another estimate places their total 
volume of business at about $60,000,000 
annually. The figures have no valid sta- 
tistical basis, according to the associa- 
tion. The study will concentrate on firms 
rather than consultants be 
cause individual consultants are hard to 
identify through ordinary — research 
sources, The census is expected to be 
complete in about three months. 


president of 
Associates, Ine., 
about 
Amer 
estimate number of 


deseribing 


free-lance 


Home Tabulating Course 

National Tabulating Management So- 
ciety offers a correspondence course in 
tabulating management. Fee for the 24 
lessons is $75. Registration information 
from C. Stuart Collins, P. O. Box 536, 
Philadelphia 5. 


NABAC Exhibit Booklet 


National Assn. of Bank Auditors & 
Controllers offers a booklet containing 
regulations, rental fees, floorplans, ete., 
of exhibit areas at their four 1954 con 
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ventions. Write NABAC, Suite 762, 38 
8S. Dearborn St., Chicago 3. 


Syracuse Conference 


Syracuse Management Club will hold 
a conference at Hotel Syracuse, April 3. 
There will be work shops and panel dis- 
cussions. The club is affiliated with 
National Assn. of Foremen and Syra- 
euse Manufacturers Details from 
Charles McKeone, Geddes St., 
Syracuse, N. Y. 


Assn. 
300 §. 


SLA Executive Secretary 


Appointment of Marian EK. Lucius as 
executive secretary of Special Libraries 
Assn. was announced by Lucile L. Keck, 
president. Miss Lucius leaves the firm of 
Price Waterhouse & Co. 
served as librarian since 


where she has 
1946, 


National Conference 


& Exhibit Calendar 


Western Joint Computer 
Ambassador Hotel, 
11-12. 

Personnel Conference, American Manage- 
ment Assn., 
Feb, 15-17. 

Office Management Assn. 
Conrad Hilton 
8-11. 

National Office Furniture Assn., 
man Hotel, Chicago, May 8-11. 

New York Stationery Show, New Yorker 
Hotel, New York, May 16-21. 

National Office Management Assn., St. 
Louis, May 24-27, 

NRDGA Controllers Congress, Ahwahnee 
Hotel, Yosemite National Park, Calif., 
May 24-27. 

National Office Machine Dealers Assn., 
Chase-Park Plaza Hotel, St. 
June 21-23. 

National Secretaries Assn., Waldorf 
Astoria Hotel, New York, July 21-24. 

National Stationery & Office Equipment 


Conference, 


Los Angeles, Feb. 


Palmer House, Chicago, 


of Chicago, 
Hotel, Chicago, March 


Sher 


Louis, 


14] 





A—Total dial. B—Handle to clear total. C—Stylus 
pencil. D—Touch this bar to clear checking dial and 
reset keyboard. E—Checking dial, equal to tape for 
checking each item. F—Add and subtract lever. 

Just set up the t. No handle to pull—no 
paper or ribbons to buy. Precision built of steel, 
aluminum and brass to last a business lifetime. 

EXCLUSIVE FRANCHISE—TOP DISCOUNT 


Ask for Calculator and Other New Advertising. 


OFFICE APPLIANCE COMPANY 
159 New Montgomery St., San Francisco 5, Calif. 


YOURS for the asking... 





“HOW TO SELL 
NUMBERING 
MACHINES” 


Only Book of Its 

Kind Ever Published 

. « » Devoted to Increasing Retail 

Sales and Profits on Numbering 
Machines... 


50 informative photos; 60 pages 
of valuable selling information. 
Write for complimentary copy. 


Se WM. 


t 


Ste SRT gms 


A. FORCE 


. 


a Oe: 
v 2IO NICHOLS AVENUE, BROOKLYN 6,WN.Y. 
Alt FRICES NEW YORK, CHICAGO. SAN FRANCISCO, CANADA 


The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 


| distance step by step, with a slight pres- 


sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full porticulors 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 


ViS!riter—Economical speedy hand addresser 
—eliminates subsequent typing and guarantees 
accurate reproductions. 

Write for complete information — 
ViSIrecord, Inc. COPIAGUE, L.I., N.Y. 

In Canada, V/S/record of Canada, Ltd. 
266 King Street, West Toronto |, Ont. 
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Assn., Conrad Hilton Hotel, 
Sept. 18-22. 

Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 27-29. 

National Business Show, 69th and 7lst 
Regiment Armories, New York, Sept. 
27-Oct. 1. 

National Institute of Governmental Pur- 
chasing, Statler Hotel, New York, Oct 
10-13. 

National Assn. of Bank Auditors & Con- 
trollers. Fairmont Hotel, San Fran- 
cisco, Oct. 17-21, 


Chicago, 


PAUL C. KELL 
S. Spencer Moore Co., Charleston, W. Viz. 


HE PERFECT OFFICE may be seen in 
Tes equipment advertisements, but 

how — except by starting from 
scratch — may an established company 
work toward the goal of an_ ideally 
equipped office? There are several ways, 
only one attitude, and ten specific steps. 

There is always the problem of reno- 
vation or repair. Ordinary wear and 
tear dictates this. Or else, equipment is 
discovered that is operationally more 
profitable. Even the refinishing of a 
desk in a pleasing color for uniformity 
with the rest of the office must be justi- 
fied on the basis of “is it operationally 
more profitable?” 

Replacements are generally handled 
in one of three ways: 

1. Individual items are replaced on a 
“when needed” basis. This is the usual 
method, often haphazard. It need no‘ 
be. When individual requests for pur 
chases are measured impartially against 
established standards, this can be a prac- 
ticable (though slow) method requiring 
minimum budget. 

2. Departments may be modernized. 
If replacements or renovations are made 
on a larger than unit scale, yet no com- 
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CARBON PAPERS 


TYPEWRITER © BILLING * FAN-FOLD 
PENCIL © CARBON JACKETS 
REGISTER ROLLS 


Office work runs smoother when 
Codo Carbons, Ribbons and Hece- 
tograph Supplies are on the job. 
Codo’s High Quality proves itself 
in sharper, cleaner work and 
longer service. It’s just good busi- 


ness to specify CODO. 


Cad — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe $t. 
New York 16, N. Y. Chicago 6, Ill. 








IPE GLEANING MADE EASIER 


with the omozing ¥¢ 


<* , CLEANS 


Typist 3 business 
ypists on . © Typewriters 


machine operotors wont 
*Norta Plastic Type Cleoner 
—if's easy to vse—n0 mess © Addressing Plotes 
— no liquids to spill « Morking Devices, ete 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


7 Billing Mochines 
© Adding Machines 


NORTA “DISTRIBUTING COMPANY 
1165 Broadway, New York |, N. Y. 


tele) ¢.¢3 4h ici 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 
entee, prompt ersonal attention. / /owest 
prices and absolutely’ retiable service 


Richard Gibian 


128 LAFAYETTE STREET 
NEW YORK 13, N. Y. 


Cables: “ERGIBIAN."' Telephone: WOrth 6-2370 


DICTATING MACHINE 





SALESMEN 


Your equipment can be sold for special instal- 
lations when our "ECHO Verbatim Reporter 
Electronic,"" or "HUSH-A-PHONE Voice, Silen- 
cer'' is added. Be up-to-date and don't miss 
any bets. Inform yourself. 


Write for bulletin 
HUSH-A-PHONE CORP. 


65 Madison Ave. Room 710 New York 16 


Voice.” 











ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TTT a eee nal 
I. A. DEH N, J R. 


The oneer Adding Machine 


y 


ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 


| mum of personal attention. 


plete replacement is made, the replace- 
ments should be held within department 
limits. Particularly with oftice furniture, 
it is wise to bring one department up to 
standard rather than to replace, for ex- 
ample, a portion of the equipment in 
several departments. Morale is a pow- 
ertul factor here. Miss Jones ean un- 
derstand why one department at a time 
must receive attention; she can’t under- 
stand why Mary Smith, sitting next to 
her, gets a new chair while she doesn’t. 

3. Complete replacement of equip- 
ment is the dealer’s dream, but it seldom 
happens and it seldom need happen. At 
the most,.this course should involve re- 
placement throughout the company of 
all items which need to be replaced. 

Renovations and repair should be 
handled along with replacing. Action re- 
garding any particular item of equip- 
ment at any time should be classified: 
use it; fix it; replace it; discard it. Re- 
gardless of method, the measure of need 
for replacement or repair of equipment 
is the work to be performed. There are 
prestige and morale reasons, but the re- 
sults expected of the worker, the depart- 
ment, and the company are the factor 
with which replacement requests should 
be compared. 

So, though a company may want to 
“use it”? and an equipment salesman may 
want to “replace it” and the compro- 
mise may be “repair it”, the essential 
problem from any viewpoint is eontin- 
ual evaluation of equipment in terms of 
the job it helps people to do. Desks, if 
properly planned, can help to do a job. 
Chairs, designed to eliminate fatigue, 
ean help do a job. The right machine 
often accomplishes the job with a mini- 
In any of 
the three methods of systematically re- 
placing equipment—by item, by depart- 
ment, by entirety—there are at least 


| ten steps to be taken. 


1. There should be a clear statement 


| of purpose, considered as a particular 
| goal: 


a. maximum production with mini- 
mum time, effort, and expense. 
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One of the 
Many Schools 
to Choose 
WORDEN 


TEACHERS’ 
DESKS 


ABOVE This 3 million dollar High School at Birming 
ham, Mich., equipped with Worden Blonde Oak Finish, 
over-hang top teachers’ desks, as illustrated at right 





Here is an example of giving the teacher a desk 
indicative of her importance and comparable with sur 
roundings, instead of the usual unattractive and inefh 
cient desk. 

Installation by our Dealer—Pipsan Saarinen Swanson 
Interiors, Bloomfield Hilis, Mich. 

When asking for bids, insist on Worden Desks now in 
use in hundreds of schools. THE WORDEN COM 
PANY, HOLLAND, MICH, 








S ensationally 


SAFEGUARD check Signer... 


at such a low price nobody can 
afford not to own this time 
saver. 


A positive action for all business. Clearly im- 
pressed personalized signature eliminates 
payroll drudgery with Safeguard speed and 
efficiency. 


MANUFACTURERS OF CHECKWRITING EQUIPMENT 


Safeguard Corp. LANSDALE, PA. 
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RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 
Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide: 75 
$] 7 TAX EXTRA 


FREE TRIAL OFFER. Write, asking us to send you 
a RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. 


1025 15th Street, N. W. 
RITE-LINE CORP. Woshington 5 D.C. 








TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
yolving stock of 10,000 machines. 


~~; ¥ 
ee ee” 


REGALRITE BRAND 
RIBBONS AND CARBONS 


& 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


6 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, NY 


Controlled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systeme Supplier 
or write to PALSON MFG. CO 
280 Main St., Worcester 8, Mass. 








Are You Interested 


in news and descriptions of 
office machines and ollice 
equipment on the German 
market? 


Then Read 
Burotechnik und Organisation 


This magazine appears 
monthly and = gives richly 
iWustrated reports of Ger- 
man office equipment and 


production, 

Subscription rate ix $5 
(U. S.) per yeur. 

Send for a sample copy! 


ROBERT GOELLER 
VERLAG, 


Baden-Baden, Germany 
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b. least personal difficulty. 
ce. good public relations. 


Equipment should be judged on the basis 
of being operationally profitable on one 


of these grounds. 


2. Administration should be assigned 


to one man or department. 


equipment should be 


ity for the job it helps perform. 


4. Equipment should be classified as 
to usefulness. Here, the simplest classi- 
fication would be: use it; fix it; replace 


it; discard it. 


5. Methods and procedures should be 


studied in relation to equipment needs. 


6. Makes and models of equipment 
should be standardized for operational 


versatility and maintenance service. 


7. A procedure for evaluating pur- 


chase requests should ke prescribed. 
8. A budget should be established. 
9. New equipment 
should be studied continually. In 


advertising pages systematically. 
10. Progress should be 


checked. 


Any replacement, renovation, and re 
pair program for office equipment must 
be organized on a basis of considering 
the people who work, the jobs being per 


formed, and the results management ex 
pects the people to produce. 


3. A detailed perpetual inventory of 
maintained. A 
card form is best, with emphasis on con- 
dition of the equipment and its suitabil- 


developments 
this 
regard, office publications are most help- 
ful provided there is fixed responsibil- 
itv for checking their new product and 


periodically 


- Nothing Else Like It! 2 Lae 





Now duplicopy 





for Tags, Cards, 
and Gummed Labels 


Prints 1 to 5 colors at one time 





Only $3450 


Including 6 Masters ond pt. of fluid 


Sensational little printer that 


- will even print wire or string 
- tags and gummed labels. Re- 


produces 1 to 5 colors at one 
time. Fast, simple to use. Has 





PRICED TO SELL FAST!! 
75,000 BRAND NEW 
ADDRESSOGRAPH PLATES 


Type J, ideal for payroll, tool room, statistical 
work, etc., as well as for standard addressing. 
Sample on request. 


MODEL 1900 ADDRESSOGRAPHS & 
ELECTRIC KEYBOARD GRAPHOTYPE 


These machines are equipped with many attach- 
ments and are in excellent operating condition. 
All the above equipment priced at a terrific 
saving over new cost. 
INDUSTRIAL MACHINERY NEWS 
22750 Woodward Ave., Ferndale 20, Mich. 
Lincoln 6-7666 





hundreds of applications in 
stores, offices, and manufac- 
turing. Feeds automatically — 
uses easy-to-prepare ruled 


master units. Heavy gauge Weighs 
steel with handsome gray ae 


baked enamel finish, red trim. 


Get all the facts today 
on this unique machine 





224 W. Illinois St., Chicago 10, Ill. 





| duplicopy company 
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Heads A. B. Dick Sales 


A. B. Dick III, 

president, A. B. Dick 

Co., announced the 

appointment of C. 

Mathews Dick Jr., 

as vice president- 

sales. He succeeds 

J. G. Beadle, who 

is leaving the com- 

pany after 26 years’ 

C. Mathews Dick Jr. service. Since join- 

ing the company, 

Mr, Dick Jr. has had broad exposure 

to its operations, having worked in the 

personnel relations, purchasing, and the 

controller’s divisions. For the past year 

and a half, he has served as staff as- 

sistant to the vice president-sales and 

in this assignment has worked on many 

special projects and with all departments 

of the division. Mr. Dick III also an- 

nounced the election by the board of 

directors of three vice presidents who 

were formerly directors of their respec 

tive divisions: A. E, Wood, vice presi- 

dent-purchasing; G. C. Petersen, 

president-manufacturing; and A. I. Rosh- 

kind, vice president-research and en- 
gineering. 


vice 


Royal Executives 

Fortune Peter Ryan, president, Royal 
Typewriter Co., announced two promo- 
tions in the executive division. Robert 
S. Miller, secretary, has been named 
assistant to the president, and Christian 
von Spreckelsen has been appointed Sec- 
retary. Mr. von Spreckelsen was for- 
merly assistant secretary. Prior to join- 
ing Royal in 1947 as assistant personnel 
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manager, Mr. Miller had extensive ex- 
perience in an advisory capacity for the 
Y. M. C. A. and Veterans Administra- 
tion. In 1950, he took over the post of 


assistant secretary and in 1952 assumed 


Robert S. Miller 


C. von Spreckelsen 


the duties of secretary. Mr. von Spreck- 
elsen began as an office boy in the con- 
troller’s department in 1930 and subse- 
quently was analysis clerk, bookkeeper, 
general bookkeeper and supervisor of 
overseas accounting. In 1952 he was ap- 
pointed assistant secretary. 


Monroe Sales Manager 


William L. Mont- 
gomery been 
man 
ager of Monroe Cal- 
culating Machine 
Co., according to an 
announcement by 
company president 
Fred R. Sullivan. 
He will supervise 
the sales efforts of 
Monroe’s 275 sales 
branches throughout the country. 

Mr. Montgomery was manager of the 
company’s northeastern sales division 
since 1951. He went with Monroe 34 


has 


named = sales 


W. L. Montgomery 
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WHEN YOU USE 


The SURE-RITE Green Film AT 
ure-Rite-Green Film 

Stencil and the SURE-RITE ‘. he Stencils save time 

999 Speedry Ink iy TOE May oii the 


7 eyes" green reduce > 
Your staff saves work, saves time, saves | 0 oe ee 
mcney ... efficiency and production in- © 9) See 7 CR Es eas 
crease ... when you use this new, finer 7 aeiste: 

dupliceting combination in your office. gy Con tw cut out... proof 
Ask your Sure-Rite Dealer to show you (7 re ; 

how to have duplicated forms printed =. ading is easy...type 





and dry in seconds. For the name of your jus cleani twit 
Sure-Rite Dealer—and a FREE SAMPLE [ ne cl imtnated, 
—mail the coupon today! — Copy looks Sharp and 


The new Sure-Rite Eye-Eze Green Film Stencils are | clea ee Se 
now equipped te ree patent-pending Eye Tabs | 7 54 like Hinting, 

that eliminate the messy =. are much easier to © wi tu u i 
correct, and are superior in every way. a, P to 1000 Copies 


on one Stencil! 





DEALERS: Stylus 


fl te 2 s 24 fe) rk j 
You save your custom- ae . +8 like Writing 
ers time and money— / On pa @ 

increase their office effi- C7 SSP ee. ..aad Sure-Rite i 





ciency — when you sell 


Sure-Rite duplicatin : | a Gree; ; ye Pm 
supplies. Write today ; nFilm Stencils are - 
and we'll tell you how q i > ; 

4 


you can make more sear ected ; eo uncondit. 
money by keeping your ‘ ? ; . itionally 
customers sati with : 

$ 


Sure-Rite products, — ; - j wag Svaranteed: 


SURE-RIT 


DUPLICATING SUPPLIES ey 
American Stencil Mig. Co. <a 


Denver 5, Colorado 





4 | 
DEALERS EVERYWHERE ° 3 : See 


AMERICAN STENCIL MFG. CO. 
Denver 5, Colorado 





Please rush my free sample of the new Sure-Rite Green Film Stencil and the 
name of my dealer. 


“In the Midwest, call your local Panama-Beaver Man—alway: a live wire.” 








La “ASK AN OLD MAN 





Civilization has, for time immemorial, conferred 
great honors and responsibilities on its older mem- 
bers. It elects them to public office and appoints 
them to posts of high authority and influence. In 
industry these older and more experienced citizens 
are elected to the boards of directors of great cor- 
porations, in the academic field they hold chairs of 
distinction where they counsel and advise the younger 
teachers and instructors. 


Yes—in most fields we recognize the inestimable 
value of experience. In laboratory research; in field 
analysis; in shoproom experimentation; young, eager 
and inquisitive minds; clever, searching and ag- 
gresive hands are coming up daily with new ques- 
tions and new answers. 


But-—-often these new discoveries are only a part 
Of an answer. Very often the “old known” and the 


The Smead Manvfacturing Co.,Inc., Hastings, Minnesota, 
Born 1906, produces over 3100 Filing and Stationery products 
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“new unknown” can only be put together by an 
“oldster.”” Put together by a man who has tried 
and discarded, by a man who has been taught by 
the greatest of teachers, experience. 


The Smead Manufacturing Company is an old 
and experienced organization. We have tried and 
discarded. We are continually trying and discarding. 
We shall always pursue this policy, because we 
know of no other way to prove our product before 
we offer it for public acceptance. 


Yes—it may well pay you to ask Smead. It is 
possible we may come up with the answer to some- 
thing you are trying to do--the solution to some 
particular filing problem peculiar to your, and only 
your organization. 


We “‘oldsters” would like the opportunity to put 
our experience at your disposal. 
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ICRDA Officers 
Board of directors 
of Independent Cash 
Register Dealers 
Assn. Front: Fred 
Kass, Albany, N. Y.; 
A. C. Whitmer, 
Columbus, Ohio; 
Stanley Hayman, 
Washington, D. C. 
Rear: Ed Silberzahn, 
Baltimore; Irving R. 
Pressman, executive 
secretary; Kyle 
Leeds, Federal Cash 
Register Co., Kansas 
City, Mo.; Fred Jay, 
Chicago; Andy Mor- 
rison, Toronto. 


years ago as a service apprentice in the 
Washington, D. C. branch, and 
years later was made manager of all 
service operations of the eastern sales 
division. He went into sales work in 
1933 in Newark, N. J., as assistant to 
the division sales manager. Another ap- 
pointment was that of William E,. 
McKenna as controller of the company. 


Biggest NOFA Show 


The hundreds of hotel room reserva- 
tions and requests for program informa- 
tion which have been received point to 
an extraordinarly large attendance at 


seven 
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the 8th annual convention and exhibit of 
the National Office Furniture Assn. at 
the Hotel Sherman, Chicago, May 8-11. 
The program committee is preparing a 
vital, live program of activities to in- 
terest dealers, manufacturers and manu- 
facturers’ 
will present a down-to-earth approach to 
finding answers to the problems facing 
the office furniture business like opera- 
tional costs, sales training, freight rates, 
ete. There will be 216 exhibits, largest 
in the world of exclusively office furni 
ture and equipment. This year’s conven 
tion will feature an open-flow 


representatives. Most sessions 


show 


This window display 
of Will Hoff Rubber 
Stamp Corp., De- 
troit, won first prize 
of $125 in the con- 
test conducted by 
Master Addresser 
Co. among its deal- 
ers. 





(leopatra. . 


NEVER HAD IT $O GOOD 


SEN THE MaGic 
HAND CLEANER IN 
THE SQUEEZE BOTTLE 
— REMOVES INK, 
DYE, HECTOGRAPH, 
GRIME AND DIRT 
STAINS. 
We believe SEN to be 
the finest hand cleaner 
that it is possible to 
make, because of the 
fine ingredients used. 
No water needed. SEN is a liquid cream 
containing lanolin — works twice as fast — a 
little goes a long way — and leaves the hands 
in a smooth condition all day. There are no 
abrasive materials in SEN and it can cause 
no skin irritation. 





RETAIL PRICE: 
8 oz. $1.00 


Packaged 24 to the 
carton. SEN is also 
ackaged in gal- 
ons for liquid dis- 
pensers in wash- 
rooms — no water 
needed. 

Attractive counter 
displays available. 


The Magic 
Hand Cleaner 


* 
POTOMAC PRODUCTS 








BERWYN, MARYLAND 
Eastern Representative: 
Lifton-Keppler Associates 

321 Broadway, New York 7 REctor 2-5165 





similar to the Cleveland convention last 
year, where one will see at a glance the 
exhibits and move with ease from booth 
to booth. Many new exhibits will be 
seen this year. Non-members are invited. 
Write John R. Gray, NOFA executive 
director, 327 S. LaSalle St., Chicago 4. 


M&V General Manager 


Walter Harmer pm 
has been appointed 
general manager of 
Mittag & Volger, 
Inc., Park Ridge, 
N. J., a subsidiary 
of Burroughs Corp. 
and manufacturer 
of office machine 
supplies, it was an- 
nounced by J. A. 
Campbell, general 
manager of Burroughs’ Machine Supplies 
Operation. Mr. Harmer was previously 
with Acme Carbon & Ribbon Co. Ltd., 
Toronto, a Burroughs subsidiary since 
1949. He joined Acme in 1935 as sales 
manager after six years as a saleman 
for Peerless Carbon & Ribbon Mfg. Co., 
Toronto. He was promoted to assistant 
general manager in 1951 and became gen- 
eral manager in 1952. 


Walter Harmer 





Photocopier Patented 


A U.S. patent on office photocopying 
machines using the diffusion process was 
issued to Walter Eisbein, a German 
scientist who manufactures Develop 
photocopying machines in Stuttgart. 
Charles E. Hallenborg, president, Copease 
Co., New York, exclusive American dis- 
tributor of Develop and other photocopy- 
ing equipment produced by Dr. Eisbein’s 
company, announced that patent No. 2,- 
657,618 was issued Nov. 3, 1953. Machines 
based on the patent, available through 
| the Copease sales network, include elec- 
| trical and hand-operated models priced 

up to $397. The combination unit, De- 

‘velop Combi, a little larger than an elec- 

tric typewriter, performs both developing 

and printing in a matter of seconds with- 
| out special equipment or darkroom. 
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NY een ioe iets | 


The New York Office Appliance Man- | 
agers Assn. held its annual dinner and | Rubber 
election of officers last month. J. A. & ) Bands 
Noonan, Kee Lox Mfg. Co., who or- bye i “g, One 
ganized the dinner in his customary ef- ; ALL OTHERS 
ficient way, was especially honored for 
having attended annual meetings of the 
group uninterruptedly since its organiza- 
tion 27 years ago. Newly elected officers tigmelly Orstetiaae PLYMOUTH RUBBER 
include: president, H. C. Anderson, H. | egular Suppliers COMPANY inc., 
©. Anderson Mimeograph Corp.; vice | a Conten, Mess. 
president, Allan N. Seares, Remington 


Hart, Iron aim Sachin F R F cS 100 PAGE 
NSOEA’s 50th Anniversary | ‘S$ T 0 C K & ) T A N D A R D 


1 . ° - | 

National Stationery & Office Equip- FORMS realistically priced! 
ment Assn. is making preparations for | 

its 50th Anniversary Convention _JUDSON FORMPRINT, Inc. 














and 
Exhibit to be Sept. 18-22 at the Conrad "authority on paper work" 
Hilton in Chicago. The convention, which DEPT. A, ANN ARBOR, MICH. 


Venu’ Birthday ATTENTION MANUFACTURERS 


Government sales specialist will 
finance distribution of high class 
specialties in District of Columbia, 
Maryland and Virginia. Or will act 
as representative. 








Write Phil Sheridan, 7347 Wisconsin Ave., 
Bethesda, Md. 








face ood 








Richard Lewisohn Jr., president, and George 


Grumbach, vice president, American Lead | JJewberry Engraving Co. 


Pencil Co., cut a cake to celebrate the 50th | + 
anniversary of their use of the Venus de Milo | 11 SO. 207 STREET - BIRMINGHAM 5, ALABAMA 
trade mark. Company was founded in 1865. | i 
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will commemorate a half-century of serv- 
ice to the office supply and equipment 
industry, will be the largest meeting of 
its kind ever held. Last year, more than 
two-thirds of the manufacturer member- 
ship displayed their products for the 
thousands of dealers and visitors attend 
ing. The 1954 Commemorative Exhibit is 
expected to be the largest in the asso 
ciation’s history. 








New Private Office 


A. W. Vanderhoof, president 
and chairman of the board, 
Standard Duplicating Machines 
Corp., Everett, Mass., in his 
office which was redecorated 
as part of a complete office 
and plant remodeling program. 


Graphic Arts Consultants 


William Recht, president of William 
Recht Co., Ine., graphie arts consultants, 
and Gaetjens, Berger & Wirth, Ine., 
manufacturers of printing inks, was in- 
strumental in introducing offset rubber 
blankets produced by+pioneer manufac- 
turers of this important adjunct to the 
offset lithographic industry. The Silver 





MR. DEALER... 


YOU save time and shipping 
costs by buying from MIMEO 
—THE ONE source of Stencil 
Duplicating Machines and 
Supplies manufactured in the 
East! 


@ Stencil Duplicators—7 distinc- 
tive models, ream feed, man- 
ual and electric—automatic 
and hand feed—priced from 
$32.50 to $327.50. 


Stencils—all colors and sizes 
for all machines. 


Inks — Water soluble, fast 
drying, all colors. A good ink 
for every purpose. 


Correction Fluid—I oz. and 
2 oz. Blue, tip-proof bottle, 


bakelite cap with brush at- 
tached. 


Styli—Plastic handle, non-roll, 
each in transparent container, 
26 styles. 


MIMEO MANUFACTURING CO. 
401 Broadway - New York 13, N. Y. 
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Speci- 
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tones — | 
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Post > & “7 | | 
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OFFSET CUTOUTS 


Stock promotional headings for offset reproduc- 
tion. Book of 2,000 classified specimens, only 
$3.00 postpaid. A rich source of practical help 
and inspiration. Make your ads more persuasive 
—printed matter more attractive. Thousands in 
use. Available also are other books containing 
promotional art, cartoors, borders, panels, holi- 
day art, etc. Most complete service in US. 
Free descriptive booklet. 
A. A. ARCHBOLD, Publisher 

P. ©. Box 20740-E Los Angeles 6, Calif. 
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JUST OUT 
OUR NEW 


PARTS & PLATEN 
PRICE LIST 


Featuring Many 
OBSOLETE ITEMS 


Send for your copy now— 
and compare! 


“SAVE WITH TYP-E-CO" 


COMPLETE LINE OF 
PARTS, PLATENS & SUPPLIES 


TYPEWRITER EQUIPMENT CO., INC. 


409 Lafayette St., New York 3, N, Y. 
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apsotuTety SAFE. NO CARBON.TETRACHLORIDE 


TO GUM AND GOO / 


\(e 


with the amazing 
type cleaner.. 


Cleans type CLEANER... 
Easier! Sturdy dauber prevents 
spattering. Non-inflammable. 
Slow-evaporating and there- 
fore more economical. Make 
your letters SPARKLE. Save 
time and money . . . as many 
thousands now do... with 
CLAR-O-TYPE. Once tried, 
always used, 





60¢ at all stationers and typewriter dealers 


END “%,,. Griet 


ON YOUR SMALL MULTILITH 


New LIFETIME All-Metal Roller 
Improves Ink Distribution! 


GET MORE 
SPARKLING 
PRESSWORK! 
CUT STOCK 
SPOILAGE! 
SAVE ON 
UPKEEP! 


TRY HEFTY-ROLLER 10 DAYS FREE! 


NOW get top grade performance from your 
small Multilith with this five times heavier all- 
steel or brass replacement rider roller! Gives 
new precision control of ink pigments! WRITE 
TODAY! 


LITHO ENGINEERING & RESEARCH 
3241 Eastlake Ave. Seattle 2, Wash. 








Dependable 
Rough & 
Rebuilt 
Office 
Machines 
€ 


Write for our 


NEW PRICE 


CALCULATORS 
TYPEWRITERS 


BOOKKEEPING 
MACHINES 


ADDRESSING 
EQUIPMENT 


Rebuilt 8M Marchant 


: Weoffer fair prices, 
: guaranteed rebuild- 
: ing, 
> jee to users and 
: dealers the world 
: over. Ask for our 
: quotation on any 
> make or 
‘ office machine. 


prompt serv- 


model 


INTERNATIONAL OFFICE APPLIANCES, ° Inc 


126 Brescwar, Mew Ye 7,8 Y 





WArcver? 








SHEET 
PROTECTORS 


For 2- and 3-Ring 
Binders 


*METAL 
EYELETS 
—an exclu- 
sive Amfile 
feature 


They glamorize 
proposals, pres- 
entations, price- 
lists, photo- 
graphs — any 
letter-size papers. 











A one-inch ring 
binder holds up to 25 protectors. Made of 
heavy gauge, non-inflammable acetate. Size 
11 x 8l/,". Packed 25 to a box. 
lf your dealer doesn't have them in stock, 
send us his name and we'll see that you are 
supplied promptly. Write for circular, 

AMBERG FILE & INDEX CO. 
Filing Specialties since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 





By FORALL 


REFILLS BY FISHER 


THE 


Ball Point 


Refills 


for 


AMAZING 


NEW 


INVENTION 
THAT FITS 
PRACTICALLY ALL 
BALL POINT PENS 


FAIR TRADED 
AT 49c 


w orm » LOT 


TATIONER 


MP aN 


fetrectable nea 


TECHNYSCOPE MODEL F-2 


(Ilustrated with glass removed) 


The use of FLOURESCENT LIGHTING in- 
troduces an entirely new standard of 
scope illumination. The glass of the Scope 
and stencil remain cool. The entire writ- 

| ing area of the stencil is amply and 

| evenly illuminated. 

| Complete Price 

| Request Information from 

| TECHNYGRAPH COMPANY, TECHNY, ILL 
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Grey Offset Rubber Blankets offered by 
William Recht Co. embody the same de- 
sirable qualities and are known for their 
durability and sharpness of print. G. B. 
W. Inks have been famous for over 100 
years for their uniform quality because 
every modern improvement in manufac- 
turing techniques is promptly adopted as 
soon as proven worthy and acceptable to 
the industry. 


Underwood Washington Manager 


Norman D. Mac- 
Leod has been ap- 
pointed national 
district manager of 
Underwood Corp. 
with headquarters in 
Washington, D. C., 
it was 
by J. D. 
general saies man- 
ager. He will be re- 
sponsible for sales 
and service to the U.S. government and 
its agencies. Formerly assistant dis 
trict manager. Mr. MacLeod 
J. V. Brownell who retired 
years’ service. 


announced 
Donovan, 


Norman D. MacLeod 


sueceeds 
after 34 


Rex-Rotary Sales Contest 


Rex-Rotary Distributing Corp. an- 
nounced a national contest for their 
dealers and dealers’ salesmen. The win- 
ning dealer will receive an all-expense 
trip to Europe for two; second and third 
prizes will be $500 and $250, and there 
will be seven other prizes. Dealers’ sales- 
men can win monthly prizes of $50, $25 
and $15, and there will be a $500 prize 
for the year’s super-salesman. An added 
gimmick for salesmen gives them a 
chance to win additional cash. Sales of 
Rex-Rotary duplicators were up 70% last 
year. 


For Maco in South 

Harry Tehan Jr. is representing J. L. 
May Co. in Ala., Ga., Ky., La., Miss., 
N. C., 8. C., Tenn., Va. and Florida north 
of West Palm Beach. 


THe Orrice—February, 1954 


Like 
Romeo 


goes with Juliet .. . 


RIBBONS 


go with 


You need 
WRITE - MASTER 
Ribbons to give 
you clean, crisp, 
executive - look - 
ing letters. Made 
of fine woven, 
exceptionally 
soft cloth, 
WRITE - MASTER 
produces beau- 
tiful impres- 
sions. Lasts 
longer, too, be- 
cause each ribbon is two full yards longer 
than ordinary ribbons. 


You need Write-MasTerR Carbons for 
clear, sharp, permanent copies. You will 
appreciate their cleanliness and ease-of- 
handling. 


Be happy. Go modern. Buy WRITE-MASTER. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New 
N.Y. Office : 13, 110 Franklin St. * Chicago 2,179 W. Wo 
Detroit 18, 37 Linden ver Rouge, Michigar 





SAVES TIME AND WORK! 


olde? matic 


GUARANTEED 
DESK MODEL FOLDING MACHINE 


by PRINT-O-MATIC 








ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY » BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 


139 Franklin st. New York 13, N. Y. 
* Reg, U.S. Pat. 








“SLIP-ON” LABEL HOLDER 





$O-I For Ring Books, 25c ea. 
S$O-2 For 2" ro Books, 35¢ ea. 
$O-1'/2 For 1'/."" Ring Books, 30c ea. 


OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 











=m AUTOCOPY 
Cleansing Cream 


Hectograph, mimeo and dupli- 

cator ink stains removed in 30 

seconds! Pleasant, effec- 

tive! Kind to hands; won't 

injure nail polish. Avail- 

able in 6 oz. tubes, '/2 

Ib. jars, | Ib. cans or 

jars. Dealers write for 
complete catalog! 


AUTOCOPY, INCORPORATED 
12150 South Peoric St., Chicago 43, Illinois 
150 West 26th St., New York 1 v. 











Texas Dealers Convention 

Texas Office Ma- 
chine Dealers Assn. 
will hold their an- 
nual convention and 
trade exhibit at the 
Plaza Hotel, San 
Antonio, Feb. 21- 
22. M. R. Allen, 
TOMDA president, 
states that newly 
appointed dealers 
will like the sales 
and repair clinic on new 
models of adding machines. For data, 
write Mr. Allen at 313 W. 
San Antonio. 


M. R. Allen 


makes and 


Commeree, 


Dealers Sales Schools 


Effective methods of merchandising 
Remington Rand ‘*s Topflight Adding Ma- 
chines and allied products were covered 
in recent sales schools in Detroit and 
Cleveland for dealers and their salesmen. 
H. W. Barnes, director of sales eduea- 
tion, Dealer Sales Division, Remington 
Rand Ine., conducted the sales school, 
assisted in Detroit by J. 8S. Rich, R. 
Allen Jr. and R. W. Webb; in Cleveland 
by S. H. Ryan and John Amorosino. A 
continuing program of sales schools has 
been scheduled throughout the country. 


Texas Dealer 


Dallas Dictating Machine Co. which now dis- 

tributes Rex-Recorders. Owner Cyril Godwin 

has been in the dictating machine business 
30 years. 
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.-- to Latin America. 


e MANUFACTURERS 
e EXPORTERS 


Don’t Overlook This Growing Market 
For Office Supply and Equipment Sales. 


MONEY TALKS! Look at these official statistics for only one month's exports. Then 
give serious thought to your own overseas trade. 
American manufacturers during last September (latest figures available) exported: 


$35,838 of metal office equipment (desks, chairs, files, safes) to Honduras. 
$66,313 of listing adding machines to Colombia. 

$18,437 of carbon paper and ribbons to Cuba. 

$93,080 of typewriters to Peru. 

$10,657 of non-listing calculating machines to Guatemala. 

$39,446 of miscellaneous office supplies to Venezuela. 


These figures are random samples. Annually the entire Latin American continent 
will absorb a very impressive volume of your products. There are 19 countries in 
Latin America where all the office equipment and stationery importers, distributors, 
dealers and larger users receive La OFICINA. They keep it, refer to it as a guide 
and reference all year long. 


The need for all office products in Latin America is increasing steadily as business 
and industry develop. Tell these prospects and customers about your products in the 
1954 La OFICINA, Its advertising rates are low—its coverage is complete. Your 
advertising in La OFICINA is basic to establishing and building a profitable 
Latin American trade. 


Send now for more detailed information on circula- 
tion, advertising rates and a copy of the last issue. 
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-ADVERTUISERS 





Acco Products, Inc. ... 

Acme Adding Machine Service & Sales Corp. 128 
Ajax Time Stamp Co. ; ea ae 
Allen Business Machines, inc., R. Cc. ot 8, 9, 10 
Amberg File & Index Co. ............... . 156 
American Dictating Machine Co. 28 
American Register Co. és 8! 
American Stencil Mfg. Co. . 49 
Ames Supply Co. 134 
Archbold, A. A. . 155 
Associated Industrial Designers . 134 
Autocopy, Inc. . 158 


Bohn Duplicator Corp. 
Borroughs Mfg. Co, .. 
Bostitch, Inc. 

Bud Type Cleaner Co. 
Burroughs Corp. 


Clar-O-Type Co. 

Clary Multiplier Corp. 

Codo Mfg. Corp. : 

Cole Steel Equipment Co. ; 
Columbia Ribbon & Carbon Mfg. Co. 
Copease Co. ... 

Copy-Craft, Inc. . 

Cotterman, |. D. . 

Coxhead Corp., Ralph C. 

Cramer Posture Chair Co. 


Dehn, Jr., a ; 

Dewberry Enravin Co. bed i 
Dick Co., A. B. .. Seas 
Ditto, Inc. ...... Cover Ill 
Duplicopy Co. 147 


Eastern Corp. ... : . ae 
Eria Speed Labels . — 
Evans Specialty Co. rere barge ee 
E-Z Sort Systems, Ltd. . 10 


Faber-Castell Pencil Co. A. W. .... 

Faber Pencil Co., Eberhard.........Facing 114, 115 
Facit, Inc. .16, 97 
Federal Cash Register Co. 137 
Felt & Tarrant Mfg. Co. 30 
Filmotype 92 
Fisher Pen Co. ... 156 
Force & Co., Wm. A. : 142 


Gates Associates . aa ae 
I BN SGI. kno csiccdcvaccsctvecan 
General Photo Products Co. . 135 
Gestetner Duplicator Corp. Hi 
Gibian, Richard ... 144 
Globe-Wernicke Co. ... 108 
Goeller, Robert ...... yankee 146 
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Haloid Co. ... 
Hammermill Paper Co. 
Hermetite Corp. 
Hush-A-Phone Corp. ... 


Imperial Desk Co. 

Industrial Machinery News i 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. 

Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Cash Register & Parts Co. . 
International Office Appliances, Inc. . 
Invincible Metal Furniture Co. .... 


Judson Formprint, Inc. 
Kee-Lox Mfg. Co. ............ 


Lansdale Products Corp. 
LeFebure Corp. .... 

Leland Co., Kaye ... 
Le‘terex Corp. ..... 

Litho Engineering & Research 
Luxo Lamp Corp. 


Manifold Supplies Co. 
Manpower, Inc. 

Marchant Calculators, Inc. 
Master Addresser Co. ... 
Mercury Business Machines Co. 
Metalcraft, Inc. 

Millers Falls Paper Co. 
Mimeo Mfg. Co. ......... 
Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co. . 
Moore, Inc., P. O. ... 

Morris Co., Bert M. .. 


National Blank Book Co, 
National Business Show . 
National Cash Register Co. 
National Office Furniture Assn. 
National Rule Co. 

Nettle Mfg. Co. 

Neubauer Mfg. Co. ..... 

Norta Distributing Co. ... 
Northwest Metal Products Co. 


Office Appliance Co. 

Office Management Assn. of Chicago 

Office Products, Inc. ...... 

Office Publications Co. 

Old Town Corp. 

Olivetti Corp. of America 

Orna-Metal, Inc. ...... 

Outlook Envelope Co. . a , 16! 
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Palson Mfg. Co. .. 
Paraliner Co. 

Parsons Paper Co. 
Peerless Imperial Co. . 
Pelouze Mfg. Co. .. 
Pitney-Bowes, Inc. 
Plymouth Rubber Co. 
Potomac Products .. 
Print-O-Matic Co. . 


Rapid Roller Co. ...... 

Regal Typewriter Co. . 

Regna Cash Registers, inc. 
Remington Rand, Inc. ....... 
Rex-Rotary Distributing Corp. . 
Reynolds & Reynolds Co. ... 
Rising Paper Co. 

Ritchie Co., W. H. .. 

Rite-Line Corp, 2 ; 
Roberts Rubber Co., Weldon . 
Rogersnap Business Forms . 
Royal Typewriter Co. 


Safeguard Corp, ... 
Saunders Mfg. Co. 
Shaw-Walker Co. . 
Sheridan, Phil . 

Shredmaster Corp. 
Smead Mfg. Co. . 








FORESIGHT IS BETTER! Save your copies | 
of THE OFFICE for a year by keeping 


them in attractive, handy binders. Two 
binders hold the entire year’s issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 
for your set of two binders (not sold singly) 
to Office Publications Co., 270 Madison Ave., 
New York 16. 
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Smith-Corona, Inc. Cover Il 
SoundScriber Corp. 

Spot Carbon Products ..... 

Standard Copyholder Sales & Distributing Co. 
Staplex Co. ; ? 
Star Loose Leaf Co. ... 

Strohmeyer & Arpe Co. 

Sturgis Posture Chair Co. 


Technygraph Co. 

Thomas Collators, Inc. ..... 

Tubular Specialty Mfg. Co. . , ; 
Typewriter Equipment Co, 3 ees 


Underwood Corp. ........... Cover IV 
United States Envelope Co. ee 3 


Vari-Typer, The . sae 
Veeder-Root, Inc. . Sy ; 

Verd-A-Ray Corp. . 17 
Victor Adding Machine Co. 

Visirecord, Inc. 

Vogel-Peterson Co. 


Wausau Paper Mills Co. 
Weber Label & Marking Systems 
Webster Co., F. S. D 
Weston Co., Byron 

Wheeler Insulated Wire Co. 
Worden Co. 




















PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck ‘‘Outiook’’ Envelopes are absolutely 
opaque, essential when wages are paid * check. 
Nothing shows but the employee's name. This im- 
roves personne! relations. 

end us check you now use and we will submit 
sample Paycheck "'Outiook’' Envelope and prices 
based on your estimated yearly requirements, 


OUTLOOK ENVELOPE C0., 


Or vate 


Est. 1902 


of “Outlook” Er 





How’s Business? 


VER sinee the end of World 
War II, year-end prognostica- 
tors have promised us a de- 
pression or, at least, a reces- 
sion. Since we Americans often act 
more on our emotions than on our 
good judgment, we sooner or later 
‘*try’’athing when the build-up gets 
sufficiently strong. Some folks be- 
lieve that the recession-sellers have 


finally achieved their purpose be- 
cause the newspapers have published 
accounts of layoffs in scattered parts 
of the country. There also have been 


items indicating ‘‘severe’’ labor 
shortages, like in Hartford, Conn. 
But sales managers are reading 
doleful reports from salesmen who 
might better qualify as novelists 
than sales producers. 

Many sales executives have been 
through all this before. As Ellis G. 
Bishop, sales promotion manager of 
Old Town Corp., recently wrote his 
sales staff, ‘‘Is business bad? It is 
in spots. It always is. The place 
where business is worst is right 
around the fellow who thinks it’s 
bad and who keeps talking about 
it.’’ Mr. Bishop showed how the 
‘business is bad’’ theme can be used 


162 


by prospects just like, ‘‘We’re 
satisfied with our present source of 
supply,’’ or any other gales ob- 
stacle; and it should be answered by 
the salesman on the spot. 

Last year, a California adding ma- 
chine manufacturer conducted a 
sales contest among its franchised 
dealers throughout the country. If 
any economic forecaster were asked 
a year ago where he thought the 
winners would come from, we doubt 
he’d have made an accurate guess. 
Two dealers tied for first place— 
both in Ohio. Who’ll win the sales 
contests this year? The boys who 
concentrate on selling instead of 
writing tearful reports to the home 
oitice. 

From the facts and the figures, 
it just cannot be a bad business year 
nationally. It should be close to last 
vear. In some areas it will be worse, 
and in others it will be much better. 
It always is! Let’s wait until the 
end of the year before we come to 
conclusions. Until then, and unless 
it’s our paid job to make predic- 
tions, let’s put all our time and ef- 
fort into our assigned work. Human 
nature being what it is, who cares ‘if 
business is off in some sections as 
long as we keep it good in our terri- 
tory? 

In off years and in good years, the 
cost of office operations is the office 
equipment buyer’s primary con- 
sideration. Machines and systems 
that do a job faster and at lower 
cost will be bought in 1954 by office 
executives who sometimes are more 
progressive and _ forward-looking 
than the men who sell to them. 
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re te you'll want this 2-in-I mac 4a 


The Underwood Sundstrand 

Printing Calculator makes a. recor n 

what it do 3 eA es gion ao winded 
venani wat it does io PERI ie fact of ou scot ae 


pensable as a general- 


purpose machine. 
The Underwood Sun 


operator more versatile . 
and money. It enables 





Adding Machines... Accounting Machines 
‘Typewriters. .. Carbon Paper. .» Ribbons 
One Park Avenus, New York 16, N.Y. 
Underwood Limited, Toronto 1, Canada 
Salee and Service Sverywhare 




















